
 Ensure exhibition registration is complete and your
location in the exhibition hall is confirmed.

 Share your exhibition presence on social media.

 Launch a marketing campaign to inform potential clients
in the region.

 Include contact information and booth location in all
promotional materials.

Choose a professional stand builder with a strong
understanding of the local market. Remember, an
appealing design should resonate with the audience, and
cultural preferences can vary greatly from one location to
another.

 Provide detailed information on expected visitor numbers
and interaction levels to the builder.

 Ensure the booth design aligns with your brand identity.

 Confirm the booth layout and functionality with the
builder.

 Determine the number of staff required for each day of
the exhibition.

 Select staff based on their roles and seniority.

 Arrange training sessions for all staff members.

 Prepare talking points, FAQs, and lead capture strategies
for staff.

Arrange transportation for exhibit materials.

 Ensure all permits, badges, and insurance coverage are
in place.

 Plan for the setup and teardown of your exhibit.

 Confirm travel and accommodation for all staff attending
the exhibition.

Design and print brochures and flyers.

 Prepare promotional gifts and giveaways.

 Design banners and signage for your booth.

 Create digital content, such as videos and presentations.

Ensure the materials' design follows the exhibition
organizer's rules and fits the cultural norms of the
exhibition's location. Remember, what's acceptable in one
area might not be appropriate in another.

 Set up your booth according to the approved design.

 Test all equipment and digital displays.

 Ensure all marketing materials and giveaways are ready
and accessible.

 Brief staff on daily objectives and roles.

 Use lead capture forms or apps to collect visitor
information.

Implement a lead qualification system to ensure that
high-priority leads engage with senior staff members
during the exhibition and can be easily distinguished for
follow-up after the event.

 Ensure staff are proactive in engaging with visitors and
capturing leads.

 Plan post-event follow-up strategies and ensure to
assign the right person for each follow-up.

 Send thank-you emails and additional information to
leads after the event.

Compare your performance against pre-defined goals, such as the number of leads captured, or sales made.

Collect feedback from staff and attendees to understand what worked well and what could be improved.

Analyze the overall success of your exhibit and document any lessons learned for future events.

Identify areas for improvement and start planning for your next exhibition with these enhancements in mind.

Establish KPIs to measure the success of your exhibition
efforts. These could include the number of leads
generated, the quality of interactions, and the
effectiveness of your booth design.

Track how effectively staff members engage with visitors,
particularly high-priority leads. Ensure senior staff handle
the most important interactions.

Evaluate how well the booth design attracts visitors and
facilitates meaningful interactions. Make adjustments as
necessary to improve effectiveness.

Continuously monitor and review performance metrics
throughout the event. Be ready to make real-time
adjustments to improve outcomes.

The exhibition is just around the corner! Here's a

handy starting point to get you prepped and ready for

your next big success.

Get Ready for the Show!
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