2010 Learning Lab
Tradeshow Worksheet
	Tradeshow
	2010
July
	August
	September
	October
	November
	December
	2011

January
	February
	March
	April
	May
	June

	Show Date
	
	
	
	
	
	
	
	
	
	
	
	

	Site Selection
Vendors Needed

Show Theme, Show Colors


	
	
	
	
	
	
	
	
	
	
	
	

	Exhibitors

Contracts

Floor Plan

Insurance
	
	
	
	
	
	
	
	
	
	
	
	

	Brochure

Communications

Pre-show Mktg

Website
	
	
	
	
	
	
	
	
	
	
	
	

	Sponsorship Opportunities
	
	
	
	
	
	
	
	
	
	
	
	

	Registration

Form, Fees

Open/Launch


	
	
	
	
	
	
	
	
	
	
	
	

	Show Directory
	
	
	
	
	
	
	
	
	
	
	
	

	Surveys

Pre-Event

Post-Event
	
	
	
	
	
	
	
	
	
	
	
	

	Onsite
	
	
	
	
	
	
	
	
	
	
	
	

	Finances

Invoices

Bills
	
	
	
	
	
	
	
	
	
	
	
	

	Other events, shows, etc.
	July 26–29

PPAI Women’s Leadership Conference


	Aug 2–3

PPAI Supplier’s Forum

Aug 29–31
NALC


	
	
	
	
	Jan 10–14

PPAI Expo

RAC Delegate Assembly

ED2


	
	
	
	
	June 13–17

PPAI Leadership Wk

Board Meetings

Committees

Action Groups

EDLF

LDW




→
2010 Learning Lab

Tradeshow Worksheet

	Tradeshow
	2011

July
	August
	September
	October
	November
	
December

	Show Date
	
	
	
	
	
	

	Site Selection

Vendors Needed

Show Theme, Show Colors


	
	
	
	
	
	

	Exhibitors

Contracts

Floor Plan

Insurance
	
	
	
	
	
	

	Brochure

Communications

Pre-show Mktg

Website
	
	
	
	
	
	

	Sponsorship Opportunities
	
	
	
	
	
	

	Registration

Form, Fees

Open/Launch


	
	
	
	
	
	

	Show Directory
	
	
	
	
	
	

	Surveys

Pre-Event

Post-Event
	
	
	
	
	
	

	Onsite
	
	
	
	
	
	

	Finances

Invoices

Bills
	
	
	
	
	
	

	Other events, shows, etc.
	
	
	
	
	
	


NOTES:





Site Selection, Vendors Needed, Show Theme, Show Colors




















Exhibitors, Contractors, Floor Plan, Insurance











Brochure, Communications, Pre-show Marketing, Website











Sponsorship Opportunities














Registration, Forms, Fees, Open/Launch, On-site











Show Directory











Surveys – Pre-Event, Post-Event











Finances, Invoices, Bills












































