Top 12 things to get ready for a Trade Fair:

Submitted by:   Janet Belch
Have your entire class watch the VE Trade Fair Video and take lots of notes! For you Oral Competition 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. 
2.
List of basic booth needs in your VE Trade Fair packet.  Your Trade Fair Packets from Jay has all you need to know.  Have your Lead Trade Fair Coordinator have a copy in a notebook to refer to when working with different departments on planning. Also have your students create a list of specific things to bring for your particular company business.  Delegate, delegate, DELEGATE  to keep your sanity!
3.       Complete Registration form and payment to VEC
4.       Sign up for Competitions
5.       Design booth and sales packages to be sold.  Build that booth right in your room! ( 8X10’) – Go over judging rubrics/scoresheets  for Salemanship, Professional Booth, Creative Booth 
6.       Prepare for oral competitions – if participating in those… resource: VE Business Plan Oral Presentation video
7.       Set-up Trade Fair sales-bookkeeping system
8.       Permission Slips and Board permission, if necessary.
9.       Hotel and travel arrangements made?
10.   Critique oral presentations; the judging rubrics are right in the trade fair invitation packet for you!
11.   Refer to the bottom of the October 14th email for ideas on how to break down these tasks by department. Who’s responsible for what…
12.   Pack up your business, and take your show on the road.    Have the time of your lives.  
Next week we’ll touch on specifics for while you are at the trade fair, behavior expectations, hotel etiquette and how you are going to handle food… I will also put together a brief overview of what is needed for each oral competition, i.e. number of people required, number of business plans, marketing plans, HR manuals etc. for judges.
