
 

Funded in part 
through a 
Grant with the 
U.S. Small 
Business 
Administration.  

 

STEP Application 
 
The State Trade Expansion Program (STEP) is a 50% cost-share financial assistance for specific activities 
that help Tennessee-based companies participate in export activities. Eligible Small Business Concerns  
may receive up to $10,000 reimbursement for export activities per project year. Categories include: 
 

Trade show exhibition Booth costs $ 5,000 

 Shipping $ 2,000 

Compliance Testing CE Marks $ 3,000 

Website Development Website Translation & SEO $ 6,000 
 

Reimbursement Process Flow Chart ï Benchmarks Before and After Approved Export Activity 

There are four parts to this application which must be completed and signed (where indicated): 
 

1. Application Form  
2. Terms and Conditions 
3. Client Self Representation Form 
4. Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion 

 

Company Information  

Company Name 

Address 1 City, Zip Code 

Address 2 # employees 

Website URL # employees (TN) 

NAICS Code(s) 

Trade Show Information 

Trade Show Name Dates 

City Country 

Is your company receiving other federal or state funding to exhibit at  
this trade show? (i.e. Booth fee subsidized by federal or state funding) 

If yes, pls explain: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ǐ Yes Ǐ No

Describe your companyôs experience exhibiting at trade shows outside U.S.; how is exhibiting at this show is 
relevant to your companyôs international strategy; and what equates to success from attending: 
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STEP Application October 2018 ï September 2020 

2 

Eligible trade shows must occur overseas, or if domestic, have a demonstrated international component. To 
confirm eligibility, show marketing materials or statistics must demonstrate at least one of the following: 

16% of attendees or exhibitors must be international OR 60 countries are represented at the trade show 
 

Ǐ This trade show occurs overseas. 

Ǐ Attached are show marketing materials or statistics that confirm the international component. 

Submission of this form does not obligate your company to accept export assistance services, nor does it 
guarantee that you will receive reimbursement for items requested. Your signature on this document does 
obligate your company to the terms and conditions contained within if your company accepts grant assistance. 
 

Expense Information 

Please list all expenses you intend to submit for reimbursement. A comprehensive list of eligible expenses can be found below. 

Attached copies of all receipts associated with these expenses. 
 

 
Estimated Cost 

USD only 
 

 
Description of Expense 

Example: Turnkey stand in U.S. Pavilion 

Date expense will be 
submitted for 

reimbursement? 

Example: 01/15/18 

 

   

   

   

   

   

   

   

$   Total Maximum reimbursement is $10,000 per project year. Proof of payment required for reimbursement. 

 
 

Eligible Reimbursable Expenses 

¶ Floor or exhibit space at trade shows 

¶ Booth carpet or flooring, Turnkey stands 

¶ Booth design services 

¶ Mandatory fees required of all exhibitors 

¶ Rental of booth assets  

¶ Booth corner fees 

¶ Fees for basic entry in show catalog 

¶ Design/printing of booth graphics  

¶ Translation services for marketing 
materials/handouts 

¶ Shipping materials to trade show 

¶ Fees paid to US Commercial Service and 
Foreign Agricultural Service 

¶ CIE marketing/testing 

¶ B2B Consultants for meets at trade show 
 

Non-Reimbursable Expenses (not eligible) 
 

¶ Sponsorships 

¶ Travel costs 

¶ Conference room rentals 

¶ Badges for more than two attendees  

¶ Design or printing of marketing materials or 
handouts (ex: flyers) 

¶ Add-ons to show catalog entries (ex: adding 
a logo) 

¶ Giveaway items 
¶ Membership dues 

¶ Business cards  

¶ TV screens, badge scanners 

¶ Purchase of assets, such as booth furniture, 
or trade show displays that will be used at 
other shows
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Terms and Conditions 

¶ Applicants must be registered clients with the Tennessee Small Business Development Center (TSBDC) 
and have completed the Export Readiness Assessment System. 

¶ The information requested in this application will remain with Tennessee Small Business Development 
Center and will be shared with Trade Partners on an opt-in basis, including the Small Business 
Administration and the US Commercial Service. 

¶ TSBDC may terminate your companyôs access to program resources at any time with thirty (30) days 
written notice. In addition, TSBDC may terminate this agreement effective immediately in the event that 
your company acts negligently in its dealings with TSBDC or any TN Trade Partners, or in the event that 
continued association with your company would reflect negatively upon TSBDC-ITC or TN Trade Partners. 

¶ The sale of defense products, technical data, software and services in defense industry transactions is 
regulated under the International Traffic In Arms Regulations (ñITARò), the Export Administration 
Regulations (ñEARò), the U.S. sanctions laws, the Foreign Corrupt Practices Act and other laws. Companies 
engaged in this activity may be subject to export licensing, registration, recordkeeping and other legal 
requirements. TSBDC-ITC is not providing legal advice to your company regarding compliance under these 
laws and we strongly recommend that you obtain legal counsel to advise you on these issues. 

¶ Stories and information related to your companyôs export success resulting from assistance through the 
grant will be shared with member organizations. 

¶ Trade shows may occur between October 1, 2018 and September 29, 2020.  

Ǐ I am authorized on behalf of my company to sign this agreement. 

Ǐ I certify, by submission of this application, that neither my company nor its principals are presently 
debarred, suspended, proposed for disbarment, declared ineligible, or voluntarily excluded by any federal 
or state agency from receiving funding. 

 

Name  Title  

 

Email 

  

Phone # 

 

 

Date 

  

Signature 

 

 

Submit completed application electronically to:  

Leslee T. Alexander, Executive Director, Tennessee International Trade Center lalexander@tsbdc.org  

 

Paper applications will not be accepted. 
 
  

https://www.tsbdc.org/
https://tntech.co1.qualtrics.com/jfe/form/SV_aYqiMuY1vUK3v7L?Q_JFE=qdg
mailto:lalexander@tsbdc.org
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https://www.sba.gov/sites/default/files/resources_articles/SBA_1624.pdf
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