
WeekPlanning
Draw up a project plan
 Establish aim of participation.

 Designate someone to be in charge.

 Give the right authority.

 Fill in the checklist, what should happen when?

 Break down the goals.

 Communicate the goals to the relevant people.

Stand
Book stand space
  Stand size.

  Staffing requirement.

  Kitchen/storeroom.

Conduct at the stand
  Plan a run-through of products and the 

  stand for staff.

  Kick-off every day of the fair with a 

  run-through of the goals.

  Go through what not to do at the stand 

  (chat on mobile, computer use, absence etc.)

  Clarify responsibility at the stand, 

  inc. work rota.

Activities
What are you doing to achieve your goals?

  Break the goals down into smaller parts   

  to make them achievable.

  Create follow-up tools.

What activities will you have at your stand?

  What makes your stand most memorable?

  What will you be handing out at the stand?

Decide how to register visitors

  Use Elmia’s Visitor Registration for the 

  easiest follow-up.

   Communicate the goals to the relevant people.

Invitation
Define target group 

  New customers

  Old customers

  Press cultivation

Create invitation

  Is information from the fair required?

  Opening times, stand no.

  Will the activity be reflected in the invitation?

  Send invitations in line with project plan.

Evaluation
  Complete your participation evaluation as   

  per your project plan.

  It may be useful to survey visitors and the  

  people who have worked at the stand.

Follow-up 
  Stick to your follow-up plan in the 

  project plan.

  Pack follow-up material before the fair to  

  optimise speed afterwards.

  Decide who should send the material.

  Should it be done centrally?

  Should it be done by district, region etc?

Create stand
 Using your own materials?

 Getting help from Exhibitor Service Stand  

 Designers?

The stand should reflect your goal as set out in 

the project plan.

Think about the character of the stand.

Order the stand in plenty of time prior to the fair to 

ensure you have time to actively invite customers 

to the fair and your stand. Order transport of mate-

rials to the fair.

See page 57 for delivery address

FAIR 

– Stand space 
– Insurance 
– Basic fees 
– Stand construction 

– Consultant/Agency help with  
 stand and print message 
– Fixtures, fittings, furnishings 
– Technical aids 

– Staff & Representation 
– Accommodation & Allowance 
– Transport to, during and from  
 the fair 

– Marketing material 
– Brochures 
– Invitations 

Fair Calculator – Make your own budget


