Trade Fair Checklist
What are things to remember when preparing for a Trade Fair?

There a million things to remember when preparing for a Virtual Enterprise Trade Fair!  It is easy for something important to slip through the cracks.  Customize this following list and divide the responsibility among the company’s team members (those attending the Trade Fair) to make sure all the bases are covered.  

1. Admission Badges

2. Banners

3. Booth

4. Booth Clothing/Attire/Decorations

5. Bowl for Business Cards

6. Budget

7. Business Cards

8. Business Leads Envelope

9. Catalog Holders

10. Company Brochures

11. Customer Data Base

12. Display Containers

13. Extension Cords

14. Invitations to Booth

15. Lead Forms

16. Lights

17. Name Badges

18. Order Forms/Invoices

19. Pencils/Pens

20. Phone Number(s) for Trade Fair

21. Point-of-Purchase Displays

22. Press Kits

23. Press Labels

24. Product Catalogs

25. Product Manuals

26. Promotional Gifts

27. Show Objective(s)

28. Signs

29. Staffing Assignments

30. Supplies (staplers, scotch tape, masking tape, safety pins, etc)

31. Tables

32. Transportation

