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BUILD YOUR TEAM + IDENTIFY YOUR BUDGET

90 DAYS OUT

Before you start designing your trade show exhibit, 
you will need to assemble your internal trade 
show team. The internal team is different for each 
company, but you will typically see key members 
of the marketing and sales team involved in the 
decision making process.

EXHIBIT  DESIGN
Now that your internal team is aligned, it’s time to 
focus your attention on assembling your external 
team. The external team can include an exhibit 
house, advertising agency, subcontractors, PR 
firm, and graphic designers. All of this will depend 
on what your trade show needs are and the type of 
budget your internal team has 
agreed upon.

If you already have vendors that you’ve worked with 
and trust, make sure to contact them immediately. 
If you’re looking for a new exhibit house, you won’t 
have enough time to conduct an extensive request 
for proposal (RFP). You should try to limit your 
potential exhibit house partners to a maximum of 
three. You will need to find an exhibit house that will 
be able to first and foremost provide the booth and 
trade show services within your 90 day time frame. 
Don’t be surprised if some exhibit houses might 
not be able to accommodate your rushed project 
schedule. When you’re putting together your list of 
potential vendors, make sure to ask if they specialize 
in rush projects. It helps to find a reputable partner 
that has the ability to work within your 
aggressive timeframe. 

Once the internal team has been assembled, the 
team should meet in order to identify your goals, 
space requirements, responsibilities, and itemized 
budget for the show. Having all of this information 
will help you and your team make better decisions 
and have the ability to 
move quicker.  

https://www.expomarketing.com/portfolio/
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Set up a call with each potential exhibit house’s 
sales department to discuss your trade show goals, 
design direction, space requirements, and budget.  
Have as many specifics prepared as possible for 
this meeting. 

A good exhibit house will first focus on what you 
need the booth to do in order to achieve the goals 
that have been set by your internal team whether it’s 
demonstrations, product displays, meeting rooms, 
presentation areas, storage space, traffic flow, etc.

Don’t forget to ask the exhibit house to confirm show 
regulations, timelines, and deadlines. Most exhibit 
houses have a dedicated project management team 
that can coordinate all of your show services for you 
and make sure you maximize your discounts and 
meet critical deadlines.This is an efficient way to plan 
on a tight time frame.   

Based on the information that you provide each 
vendor, the vendors will prepare exhibit renderings 
for your consideration. It’s critical that you provide 
feedback to the exhibit house as quickly as possible 
in order to keep the process moving. Not being able 
to make quick decisions can affect your timeline and 
can jeopardize your entire trade show plan. Once 
you’ve decided on the exhibit design, make sure 
to immediately sign the paperwork and arrange for 
payment in order to reserve your rental inventory. 

At this point, you should also decide who will be 
doing the graphic design for your trade show booth.  
You can choose the exhibit house, a separate 
agency, or your own internal marketing department.

You can concentrate on all of the other details that 
need to be addressed and let someone else worry 
about the time-consuming task of filling out forms 
and coordinating shipping, labor and other show 
services.  Not all exhibit houses offer these services, 
but it’s worth considering if you’re short on time and 
can use a team of experts to help you every step 
of the way. 

“Don’t forget to ask 
the exhibit house 
to confirm show 
regulations, timelines, 
and deadlines.”
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BOOTH STAFFING

TRAVEL ARRANGEMENT

VIDEO + PRESENTATION NEEDS

Now that you’ve selected your booth space and have 
started the exhibit design process, you will also need 
to figure out who will be attending the trade show 
from your company. This is an important step because 
you need to identify whether or not your company 
will have enough people to operate the booth. If your 
company has decided to put on a live presentation 
or demonstration, you will need to figure out which 
employee(s) would be best fit to deliver the message.

Book your hotel room block. The show will usually 
reserve preferred venues and book room blocks for 
exhibitors and attendees. These usually go quickly, so 
be prepared to find alternative solutions. If you already 
know who will be traveling to the show, go ahead and 
book both the hotel and transportation. If you don’t 
have a finalized list, try your best to narrow it down as 
quickly as possible.

If you plan to do a video or a live presentation, it’s 
important that you start preparing for it now. Just 
like the graphic design, you will need to decide if you 
will be outsourcing the work or handling it internally. 
Be sure to also check with your exhibit house.  If 
they offer video capabilities, this can streamline your 
project by utilizing the same vendor that is designing 
your exhibit and/or graphics.
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PROMOTIONAL PROGRAMS PRE-SHOW MESSAGING 
This is the time to identify any giveaway items 
or in-booth promotional programs you want 
to incorporate into your trade show presence. 
Before you go out and start buying new items, do 
a quick inventory check on what items you already 
have. You might be surprised to find promotional 
items that were not given away from the last show, 
but are still worthy promotional items. 

Begin working on your pre-show messaging. 
Decide how you will be leveraging different 
marketing channels in order to spread the word 
about your trade show.  You might use email 
blasts, social media, posting on your blog or 
website, or press releases. While it may be too 
late, it doesn’t hurt to contact show management 
to see if there are any Marketing Promotional 
Opportunities still available.  These can include 
signage throughout the convention center, 
sponsorships, or online advertising through the 
show’s marketing programs.   

MISCELLANEOUS EVENTS
Plan any promotional events you want to have in 
conjunction with the show.  These events may 
be internal only or they may focus on spending 
more time with prospects and clients. If you plan 
to have a function at a restaurant or a conference 
room, be sure to make a reservation as early as 
possible. The best places fill up fast. 
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60 DAYS OUT
At 60 days out, you should now have finalized your 
travel and registered your personnel for exhibitor 
badges. The graphic design process needs to be 
underway at this point. Make sure to provide the 
exhibit house or advertising agency with logos, 
other brand assets, and key points in order to allow 
maximum time for their graphic design team to work 
on your project. 

At this time, show order forms will need to be 
submitted to take advantage of any available 
discounts. If you are using project management 
through your exhibit house, they should be 
updating you on critical due dates for the show. 
If you’re coordinating the project yourself, you 
should have reminders in place so that you don’t 
miss important deadlines. 

Your exhibit house’s graphic design team should 
have already provided you with templates and 
detailed drawings of available graphic areas on 
your trade show booth, and they should have set 
firm graphic submission deadlines. During this time, 
your exhibit house will also be preparing setup 
instructions and schematic documents. If there are 
any structural drawings that require approval by 
show management, fire marshals, etc., those will 
also need to be submitted to the show.

You should be ordering giveaway items during 
this timeframe, as well as finalizing any in-booth 
promotional programs.  If you are requiring your 
booth staff to wear special attire, make sure you 
have ordered it.  Any video content you will use 
for your exhibit should be finalized, in production, 
and ready for your approval.  Live presentations 
should also be finalized and rehearsals should be 
scheduled.

At this time, you should be developing a post-show 
lead follow up plan. One of the biggest mistakes 
companies make is to wait until the show is over 
and then decide what to do with show leads.  A plan 
should be in place for qualifying the leads during 
the show and for following up on them immediately 
after the show.  Attendees will be impressed with 
a quick follow up, and it is important to beat your 
competitors to the punch. This would be a good 
time to discuss with the sales or marketing team 
about your lead retrieval system, how leads will be 
scored, and the prioritization of leads for follow up. 
If you need a lead scanner, be sure to contact show 
services to reserve them. 
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30 DAYS OUT

Your exhibit house should fully stage your exhibit 
during this time. Think of it as a practice run before 
the big day. The benefit of staging your exhibit is 
to iron out any issues and correct any mistakes. If 
you’re unable to make a physical walkthrough of 
the staged booth, ask your exhibit house to provide 
photos or a video for your approval.  This is your last 
chance to verify that the work has been completed 
to your satisfaction.

Create a checklist of all materials to bring to the 
trade show. This is especially important if you’ll 
need to travel for the event. Final rehearsals 
and reminders about what to wear and hotel 
arrangements should be taken care of with your 
staff. If you’ve never attended this particular show 
before and you arrive one or two days prior, it’s a 
good idea to visit the venue. Making sure you know 
how to get there, where to park, entry points, and 
more can be a big help the day of the trade show. 
Familiarizing yourself with the surroundings can
help the big day go smoother and also alleviate 
some stress. 

The trade show is just one month away and your 
exhibit should be completed at this time. You should 
only be worrying about those last minute details 
that are inherent to trade shows.  Make sure that 
all items have been scheduled to ship to the show, 
your demos are show ready, your personnel is 
trained and prepared for booth duty, your sales 
team has scheduled their customer meetings in the 
trade show booth, and you are reviewing your final 
checklist of show activities.

http://info.expomarketing.com/needs-assessment
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