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Trade Fair Planner & Checklist for Visitors
Plan, prepare and make the most of your trade fair visit




Trade Fair Visit Overview 
	Trade Fair
	Click here to enter text.
	Location
	Click here to enter text.
	Date
	Click here to enter text.
	Participants
	Click here to enter text.
	Main Objective
	Click here to enter text.
	Top 3 Priorities
	Click here to enter text.


Before the Fair
	Strategy & Objectives 
	Comments
	Done

	Define the main purpose of your visit. Are you looking for potential suppliers, customers, distributors, partners, or market insights?
	Click here to enter text.	☐
	Set a budget for your visit, including travel, accommodation, tickets, and other expenses. 
	Click here to enter text.	☐
	Set clear, measurable goals for your visit (e.g., number of relevant meetings or potential business opportunities). 
	Click here to enter text.	☐



	Travel & Accommodation
	Comments
	Owner
	Deadline
	Done

	Purchase visitor tickets and check registration requirements
	Click here to enter text.	Enter name	Enter deadline	☐
	Book flights. 
	Click here to enter text.	Enter name	Enter deadline	☐
	Book accommodation for your team
	Click here to enter text.	Enter name	Enter deadline	☐
	Book a rental car if needed
	Click here to enter text.	Enter name	Enter deadline	☐
	Download a taxi and/or public transportation app. 
	Click here to enter text.	Enter name	Enter deadline	☐

	Check available cloakroom and luggage storage options at the venue.                    Some facilities may only accept cash.
	Click here to enter text.	Enter name	Enter deadline	☐


	Trade Fair Preparation
	Comments
	Owner
	Deadline
	Done

	Review the exhibitor directory and categorize companies as Must Meet, Nice to Meet or Market Research. 
	Click here to enter text.	Enter name	Enter deadline	☐
	Schedule meetings with priority exhibitors and contacts in advance.
	Click here to enter text.	Enter name	Enter deadline	☐
	Prepare a short company introduction and relevant questions tailored to your target contacts. 
	Click here to enter text.	Enter name	Enter deadline	☐
	Familiarize yourself with the event app, floor plan, program, networking sessions, and ticket information.
	Click here to enter text.	Enter name	Enter deadline	☐



	Networking & Communication
	Comments
	Done

	Dress appropriately for meetings and networking activities and wear a name tag with your name and company information for easier networking.
	Click here to enter text.	☐
	Prepare business cards, LinkedIn QR codes, and other useful networking tools.
	Click here to enter text.	☐
	Identify relevant contacts, define clear meeting objectives, and prioritize key meetings in your schedule.
	Click here to enter text.	☐
	Consider announcing your visit on LinkedIn to connect with relevant industry contacts. 
	Click here to enter text.	☐


	What to Bring
	Comments
	Done

	Essentials (good walking shoes, water bottle, business cards, power bank).
	Click here to enter text.	☐
	Other useful items; notebook, pens, LinkedIn QR code, practical backpack or briefcase, light-weight laptop/tablet, breath mints, protein bars.
	Click here to enter text.	☐
	Travel light and avoid carrying unnecessary printed materials.
	Click here to enter text.	☐


At the Fair
	Knowledge Sharing
	Comments
	Done

	Document relevant insights and highlights from the fair, including:
· New products and innovations
· Industry trends and market insights
· Interesting presentations and conferences
· Relevant companies and contacts you met
	Click here to enter text.	☐


	Time Management
	Comments
	Done

	Allow enough time to visit your priority exhibitors, including relevant competitors.
	Click here to enter text.	☐
	Attend relevant networking events, dinners, and workshops.
	Click here to enter text.	☐
	Prioritize meaningful conversations over collecting brochures.
	Click here to enter text.	☐
	Consider walking distances between halls when planning meetings and activities.
	Click here to enter text.	☐




	Meetings & Networking
	Comments
	Done

	Be proactive – introduce yourself and initiate conversations with relevant exhibitors.
	Click here to enter text.	☐
	Ask open-ended questions to identify potential business opportunities.
	Click here to enter text.	☐
	Record key information and action points immediately after each meeting. 
	Click here to enter text.	☐
	Use digital tools, voice notes, photos, or structured meeting templates to capture key contacts, insights, and follow-up actions.
	Click here to enter text.	☐
	Connect with relevant contacts on LinkedIn while the conversation is still fresh. 
	Click here to enter text.	☐


After the Fair
	Follow-Up Activities
	Comments
	Owner
	Deadline
	Done

	Organize and prioritize contacts in your CRM system or contact database.
	Click here to enter text.	Enter name	Enter deadline	☐
	Send personalized follow-up emails within a few working days after the fair.
	Click here to enter text.	Enter name	Enter deadline	☐
	Identify lessons learned for future visits: What worked well and didn`t?
	Click here to enter text.	Enter name	Enter deadline	☐
	Evaluate the results against your initial objectives and identify next steps.
	Click here to enter text.	Enter name	Enter deadline	☐
	If you plan to attend again, note the dates and book accommodation early to secure the best rates.
	Click here to enter text.	Enter name	Enter deadline	☐


Trade Fair Visit Summary
	Number of Relevant Meetings
	Click here to enter text.
	Potential Business Opportunities
	Click here to enter text.
	Follow-Up Actions
	Click here to enter text.
	Key Takeaways / Lessons Learned
	Click here to enter text.
	Overall Evaluation of the Visit
	Click here to enter text.
	Would You Attend Again?
	Click here to enter text.
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