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•	Confirm attendance of all 
crew working.

•	Register staff with 
exhibition.

•	Package all signage, 
giveaways & brochures.

•	Create a floor plan.
•	Book power locations
•	Book furniture.
•	Order signage.

•	Research your exhibition.
•	Obtain exhibition 

manual.
•	Purchase floor space.
•	Check furniture rental 

supplier.
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•	Check your floor plan. Know who is next to you, around your stand & exit points etc.
•	Pre-book parking to get early bird deals.
•	Take some water in a cooler bag for staff during setup,  the event & bump out.
•	Lockable cupboard, ideal for laptops, hand bags and valuables.


