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For exhibitors

Trade Fair Planning Guide
The all-in-one planner for your next trade fair appearance.
 




Prior to the Event – Formal Preparations
	Set Clear Strategy & Objectives 
	Comments
	Responsibility
	Deadline
	Done

	Define your company’s overall goals for participation
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Set up a budget
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Establish specific marketing objectives
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Set measurable sales targets and goals
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Clarify expectations for visitor engagement
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Review Regulations 
	Comments
	Responsibility
	Deadline
	Done

	Review relevant event guidelines, information, import rules and regulations
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note: 
	These may vary; depending on the city, venue and exhibition.
	
	
	





	Secure Participation 
	Comments
	Responsibility
	Deadline
	Done

	Contact us if you have any questions before registration
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Read carefully through the terms & conditions
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Register as early as possible to secure “early bird prices”
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Complete and submit the application
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Plan Logistics
	Comments
	Responsibility
	Deadline
	Done

	Order necessary materials and equipment well in advance
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Find a logistic service who can help you send your goods
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	If you prefer sending them yourself, think about the right customs documents, insurance and storage of the empty boxes.
	Click here to enter text.	Enter responsibility	Enter deadline	☐





	Check that everything is confirmed, including:
· Submission of required documents
· Booth location
· Invoices and payments
· Receipts or confirmation notices
	Click here to enter text.	Enter responsibility	Enter deadline	☐

☐

☐
☐
☐



	Travel & Accommodation
	Comments
	Responsibility
	Deadline
	Done

	Book flights 
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Book hotel rooms / accommodation for your team
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Book a rental car
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note: 
	There are companies specializing in trade fair travels. Please let us know if you need a recommendation. 

If you want to participate in a big fair, it’s recommended to book one year in advance. Also check cities nearby for more reasonable hotel prices.
	
	
	







	Track Important Deadlines
	Comments
	Responsibility
	Deadline
	Done

	Create and maintain a timeline for all event-related deadlines
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Add the deadlines to Outlook or another planning programme
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Organize & Delegate
	Comments
	Responsibility
	Deadline
	Done

	The overall plan
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Assign individual roles & responsibilities
	Click here to enter text.	Enter responsibility	Enter deadline	☐

















Prior to the Event - Booth Preparation
	Develop & Visualize your Booth 
	Comments
	Responsibility
	Deadline
	Done

	Determine booth size
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Select color schemes
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Specify required equipment
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Plan visitor engagement/interactive features
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Decide whether to rent or custom-build your booth
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Find out if a storage room or small kitchen is needed
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Send in your booth design for confirmation
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note:
	Always review event regulations on booth construction – there might be for example a max. permitted weight for your exhibit. 

Please let us know if you need recommendations for stand constructors. 
	
	
	



	Services & Technology
	Comments
	Responsibility
	Deadline
	Done

	Power supply
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Water supply
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Internet connection (not every trade fair in Germany has good Wi-Fi)
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Waste disposal
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Daily cleaning
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Order food and beverages for your staff
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	If your exhibit is of high value, think about hiring security for the evening/night
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Media equipment (videos, pictures and computers)
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note:
	Confirm with the supplier if the technical equipment has the right connectors and you have the right cables with you.
	
	
	



	Presentation & Branding
	Comments
	Responsibility
	Deadline
	Done

	Prepare staff attire (e.g. uniforms, coordinated outfits) and name badges
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Design the booth to reflect your company’s brand and values
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note:
	Consider innovative and eye-catching designs to attract visitors.
	
	
	



	Marketing Material
	Comments
	Responsibility
	Deadline
	Done

	Fill out your page with your company information on the trade fair website
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Prepare and order:
· Information sheets, brochures, and catalogs
· Relevant QR codes for easy information access
· Company banners, roll-ups, printed walls
· (Branded) giveaways and “goodie bags”
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Check marketing possibilities at the trade fair (banners on the building, sticker on the floor, logo in the brochure etc.)
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note:
	Consider preparing an information sheet in German, when at a German fair
	
	
	




	Promote your participation
	Comments
	Responsibility
	Deadline
	Done

	Inform visitors of your booth’s location (building/room/floor) on your email signature, website, LinkedIn etc.
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Highlight what visitors can expect from your booth and company
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Send out entrance vouchers to (potential) customers
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Let the visitors know whom they will meet
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Prepare a press release
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note:
	Consider preparing an information sheet in German, when at a German fair
	
	
	



	Prepare your staff
	Comments
	Responsibility
	Deadline
	Done

	Order exhibitor passes for everyone
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Order an on-site parking spot
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Create and send out a FAQ for your staff; include information like:
· How to get to the hotel & trade fair grounds
· Parking possibilities
· Where can they eat
· How will the stand look like and what is included
· Important events and conferences
· Important telephone numbers
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Check if the trade fair has its own app
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Arrange a meeting for a briefing
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Arrange staff briefing (pitching training, product knowledge etc.)
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Pack up
	Comments
	Responsibility
	Deadline
	Done

	Stationery (scissors, tape, stapler, pens and notepads, cable ties etc.)
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Kitchen essentials (reusable cutlery, plates, cups, thermos, napkins, bottle opener, bowls for snacks etc.)
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Other essentials (chargers, adapters, cleaning wipes & hand sanitizer etc.)
	Click here to enter text.	Enter responsibility	Enter deadline	☐


Exhibition Days – Let the Fair begin!
	On Site Pre-Show Checks
	Comments
	Responsibility
	Deadline
	Done

	Verify booth space allocation
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Check if the design is right and all furniture has arrived
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Confirm that all shipments have arrived
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Test all technical equipment
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Check storage space and waste bins
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Final Booth Setup & Check
	Comments
	Responsibility
	Deadline
	Done

	Place roll-up and company banners
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Arrange brochures and printed materials
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Arrange merchandise & giveaways: branded items like pens, bottles, candy and other promotional materials
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Snacks and refreshments
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Place your business cards
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Tipp:
	Bring a notebook or folder to collect visitors’ cards and key notes from conversations or use a lead management tool
	
	
	



	Live Marketing
	Comments
	Responsibility
	Deadline
	Done

	Post updates on digital media (website, email, Instagram, LinkedIn), incl.:
· On-site updates
· Photos and impressions from the fair
· Information about giveaways and goodie bags 
· Highlights of booth attractions or presentations
· Someone important who visited your booth
	Click here to enter text.	Enter responsibility	Enter deadline	☐





	Staff Readiness
	Comments
	Responsibility
	Deadline
	Done

	Ensure all staff members
· are familiar with the event plan
· know their roles and responsibilities
· are fully prepared for the day and to engage with visitors
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Recommend doing a daily briefing at the beginning of the day and a debrief at the end of the day
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Plan enough time to have a look around at the trade fair and also visit your competitors
	Click here to enter text.	Enter responsibility	Enter deadline	☐











After the Event – Follow-up and Learnings
	Collect & Organize Information
	Comments
	Responsibility
	Deadline
	Done

	Collect business cards, visitor notes, and lead information
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Store everything systematically (box, binder, or digital tool) for easy access    later
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Booth Dismantling
	Comments
	Responsibility
	Deadline
	Done

	Arrange for staff to dismantle the booth
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note:
	Ensure this process is systematic to prevent loss or damage of materials and equipment.
	
	
	



	Visitor Follow-Up
	Comments
	Responsibility
	Deadline
	Done

	Send personalized thank-you emails to all visitors and cooperation partners
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Note:
	Include follow-up appointments or the next steps where appropriate.
	
	
	






	Evaluation & Feedback
	Comments
	Responsibility
	Deadline
	Done

	Distribute an evaluation survey to all visitors, staff and partners
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Identify key learnings for future events
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Gather input on:
· Event effectiveness
· Planning process
· Team performance
· Booth presentations & staff appearance
· Catering etc.
· Organisational systems (highlight areas of success, note missing elements or challenges)
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Invoices
	Comments
	Responsibility
	Deadline
	Done

	Check if all invoices have been paid
	Click here to enter text.	Enter responsibility	Enter deadline	☐
	Update your budget and evaluate
	Click here to enter text.	Enter responsibility	Enter deadline	☐


	Rebook
	Comments
	Responsibility
	Deadline
	Done

	To reserve the same spot or get a better spot next time (especially on big 
fairs), be quick to register again
	Click here to enter text.	Enter responsibility	Enter deadline	☐
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