TRADE SHOW PLANNING CHECK SHEET

BILLING/REPORTS

ITEM
TARGET DATE
DATE DONE

1. REVIEW LAST YEAR’S CRITIQUE AND BILL.



2. RENTAL CONTRACT FOR TRADE SHOW SPACE.



3. CHECK FOR ANY ADDITIONAL DIRECT OR INDIRECT COSTS (STANDBY ELECTRICIANS, ETC.).



4. BILL TO ACCOUNTING.



5. POST-EVENT REPORT TO COMPLETE.



6. CONFIRMATION ON NECESSARY ITEMS IN WRITING.











SET-UP/LABOR

ITEM
TARGET DATE
DATE DONE

1.  APPROVED TRADE SHOW LAYOUT.



2.  SCHEDULE LABOR, ELECTRICIANS, MMMM, STAGEHANDS.



3.  CHECK ON MOVE-IN, MOVE-OUT AND SET-UP TIMES.



4.  LOCATION OF CRATE STORAGE.



5.  AVAILABILITY OF SERVICES (ELECTRIC, WATER, AIR, ETC.).



6.  LOCATION OF EXHIBIT OFFICE AND FIRST AID.



7.  LOCATIONS FOR CONVENTION AND TRADE SHOW SIGNS.



8.  CHECK FREIGHT ENTRANCES AND FREIGHT ELEVATORS.



9.  CHECK ON ANY CONCESSIONAIRY NEEDS IN TRADE SHOW HALL.



10. CHECK ON LIGHTING AND AIR CONDITIONING.



11. CHECK ON LOCATION FOR SECURITY CRIB.



12. CHECK ON TRADE SHOW CLEANUP SITUATION.



13. CHECK TRADE SHOW RESTROOMS.



14. CHECK TRAFFIC AT FREIGHT ENTRANCE FOR MOVE-IN AND MOVE-OUT PROBLEMS.











EQUIPMENT/PHONES

ITEM
TARGET DATE
DATE DONE

1. CHECK AVAILABLE EQUIPMENT (TABLES, RISERS, CHAIRS, ETC.).



2. CHECK ON PHONES FOR TRADE SHOW OFFICE AND EXHIBITORS.



3. AVAILABILITY OF P.A. SYSTEM IN TRADE SHOW HALL.
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PARKING/SECURITY

ITEM
TARGET DATE
DATE DONE

1. CHECK SECURITY NEEDS.



2. CHECK ON PARKING FACILITIES FOR CARS AND TRUCKS.



3. CHECK ON PARKING PASSES NEEDED.











RESTRICTIONS/REQUIREMENTS

ITEM
TARGET DATE
DATE DONE

1. CHECK ON ANY RESTRICTIONS (WEIGHT, HEIGHT, ETC.).



2. CHECK ANY PERMITS NEEDED (PYRO, ANIMAL, ETC.).



3. CHECK TRADE SHOW FLOOR LOAD.



4. CHECK ON UNION SITUATION.



5. CHECK ON ASSOCIATION INSURANCE NEEDS.











LOCAL INFO NEEDED

ITEM
TARGET DATE
DATE DONE

1. LIST OF ALL NECESSARY LOCAL CONTACTS.



2. CHECK OUT POSSIBLE LOCAL CONTRACTORS (A/V, SIGN SHOP, PHOTOGRAPHER, ETC.).



3. CHECK FOR ANY LOCAL TRANSPORTATION PROBLEMS (BUSSES, TAXIS, ETC.).











