TRADE FAIR CHECK-OFF LIST

Company:  
· 8 Catalogs

· 4 Employee Manuals 

· 4 Business Plans

· Marketing Competition Board

· PVC Pole/Couplings/Cutter (if needed)

· DVD Commercial

· Banners 

· Professional Business Dress

· Company Shirts and Dress

· Hot Glue Gun/Glue Sticks

· Booth Decorations 

· Business Cards 

· Catalog Holders 

· Company Brochures

· Sale Flyers (“Only @ this Trade Fair!” w/ Booth #____) 

· Display Containers 

· Extension Cords/Multiple Outlet Strip

· Lights 

· Name Badges 

· Order Forms/Invoices (approx. 150 ct.)

· Pencils/Pens 

· Phone Number(s) for Trade Fair 

· Table Displays 

· Promotional Gifts/Candy/Handouts

· Signs 

· Staffing Assignments 

· Supplies (staplers, scotch tape, masking tape, safety pins, etc) 

· Table (1 already provided)

· 2 Bungee Cords for Banner

· Laptop Computer & Speakers

· Projector & Screen

· 6 Calculators

· Raffle Tickets/Prizes (if needed)

· Display Table Stands

· Tool Box

· Masking/Packing/Scotch Tape

· String/Wire/Twine

· Clip Boards

· Carbon Paper

· Digital Camera

· Video Camera

· Glue /Glue Sticks

· Batteries

· Booth Schedule / Assignments







