Top 12 things to get ready for a Trade Fair:
Submitted by: Janet Belch- CA VE New Teacher Mentor

Have your entire class watch the VE Trade Fair Video and take lots of notes! For your Oral Competitions, your presenters will get excellent presentation tips in the Business Plan Oral Presentation Video!

1. Establish a Trade Fair Committee with a lead person with members of each department on it.  You will be working very closely with your lead person!
2. List of basic booth needs in your VE Trade Fair packet. Your Trade Fair Packets from Nancy has all you need to know. Have your Lead Trade Fair Coordinator  (or Event Planner) have a copy in a notebook to refer to when working with different departments on planning. And coordinating deadlines, getting the permissions slips in, etc.  Also have your students create a list of specific additional items for your booth that are specific to your type of business.

3. Calendar of Deadlines! Have your Trade Fair Lead Person maintain a large trade fair prep calendar, (available at Staples if you don’t have dedicated black board space,) to put all deadlines for submission of trade fair registration, payment, mail-in competition items; dates things are due; permission slips in; hotel money due, website up on shopping mall, etc.  EVERYTHING goes on this calendar that is in full view of all participants with the due dates.  Biggest Problem is last minute printing. Have your managers submit to your Event Planner what their printing needs are going to be and schedule printing days to meet those needs. Remember you will be printing H/R Manuals, Sales Catalogs, Newsletters, Trade Fair Booth fliers or whatever you are giving your customers.  I can’t even tell you how kids procrastinate and everyone wants to print on the last day. (Then you run out of ink or the printer has a meltdown)  By getting each department’s printing needs on a calendar, it will force your kids to get the trade fair tasks done on time.

4. Complete Registration forms and payment to VEC and Sign up for competitions on the Intent to Compete form and get to Nancy by Nov. 1st.
5. Design booth and sales packages to be sold. Build that booth right in your room! Checkout specific measurement specifications in your Trade Fair Registration Packet and measure out on the floor with masking tape, put a 6-foot table and 2 chairs inside the markers and tell them, “This is the space you have to build your booth.  Go for it!” The cool thing is that if they totally build it, including lights, extension cords, customer packets, etc., and (non electrical) tools needed for assembly, then they can just pack it all and rest easy that they have everything they need to set up the booth when they get there! 

6.  Go over judging rubrics/score sheets for Salesmanship, Professional Booth, Creative Booth, as well as, any of the oral competitions your students will be entering.
7. Prepare for oral competitions - if participating in those, use the VE Business Plan Oral Presentation video for great presentation idea.
7. Set-up Trade Fair sales-bookkeeping system.  This is HUGE!  Your accounting department needs make sure that the sales people get all of the information on the sales slip so the customer can be billed after the trade fair.  MINIMUM, you need the student name and school they are from.  Chapter 5 of the Accounting Tutorials is all about setting up your charge sales for billing after trade fairs.  More later on this.
8. Permission slips and board permission, if necessary.
9. Make hotel and travel arrangements.
10. Critique oral presentations; the judging rubrics are right in the trade fair invitation packet for you!
11. Break down tasks by department and know who is doing what at the trade fair: 
12. Pack up your business, and take your show on the road. Have the time of your lives! 



 This is the Good Stuff!”

Delegate, Delegate, DELEGATE, TO KEEP YOUR SANITY!

