
Ultimate
Tradeshow

Planning Guide



12-6 Months Out

Carve out your budget and return-on-
investment (ROI) for each event.  

Set your goals and strategic
objectives for each show. 

Conduct your research to evaluate
the challenges, opportunities, and
risks.

Reserve your trade show booth space  
to find the best high-traffic location
and determine your booth size.

Review all contracts and build your
calendar; make sure to list all
deadlines for submitting paperwork
and payments. 

Secure an exhibit house partner and
start designing your trade show
booth.



Finalize your exhibit purchase, booth
design, and graphics.  

Select your shipping, installation,
tear down, and storage vendors.

Hire your onsite trade show team.

Ensure the products to launch have
been thoroughly tested and ready for
the big reveal.  

Create your sales, marketing, and
promotional materials.

Book a photographer to take photos
of your booth and the event for
marketing and social media content. 

If your team is traveling, make all
travel and hotel reservations.  

Check in with your exhibit house to
make sure construction is on track. 

5 Months Out



Choose your furnishings and exhibit
accessories.

Contact prospects, clients, and
potential business partners to book
meetings in advance. 

Start marketing your show presence.

Confirm that all signage, swag,
brochures, and other marketing
collateral are on schedule.  

Train your booth staff to make sure
they know the ins and outs of your
brand.

Confirm all dates and details with
your shipping, installation, and
storage vendors. 

Research and study the list of
exhibitors to know your competition.

Finalize payment information with
your vendors. 

2 Months Out



Ensure the booth is spotless, all
furniture is in its place, and no
cleaning products or trash are in plain
sight. 

Stay hydrated and make sure to eat
to keep your energy up.

Test all monitors, iPads, or any
electronic devices.

Have fun! After all, live events are
exciting, and the energy is
contagious. The networking
opportunities are endless. 

Review your schedule to allow the
proper time between meetings.

Day of Show


