
 

The Potted Guide to Exhibiting
Covering the basics at every stage: This is a tasty one-pager which wraps up key 

activity throughout the entire exhibiting cycle

REHEARSAL 
TIME
Brief staff on 
duties, rotas 
and helpful 
tips.

SHOW 
REVIEW 
Assess 
everything in 
a post-show 
report.
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Before the event After the event

Monthly Milestones Monthly MilestonesWeekly Wish Lists Weekly Wish Lists

Promote through email and social media to push stand visibility. Promote through email and social media to connect and build relationships.

MEASURE 
ROI/ROO 
SUCCESS
Did you 
hit your 
investment/
objectives?
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SUMS TIME 
Wrap up all 
costs, leads 
and action 
points.
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DEVELOP 
ACTION 
PLAN
Devise 
individual 
contact plans 
for all show 
leads.
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BE 
COURTEOUS
Make general 
contact with 
all stand 
contacts.
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HOT, WARM 
OR COLD
Collate and 
identify leads 
gathered at  
the show.
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SHOW
TIME!

SAFE OR 
SORRY?
Double check 
everything 
is OK with 
suppliers.
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DRIVE 
STAND 
TRAFFIC
Schedule 
on stand 
meetings.
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FINALISE 
ACTIVITY
Confirm 
flooring, 
furniture, 
electrics, wifi 
and AV.
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STAND 
DESIGN
Plan and build 
a stand that 
can deliver 
against 
objectives. 
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SET 
OBJECTIVES 
Make them 
SMART.
Agree 
budgets.
Book space.
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EXPERIENCE THE POWER OF LIVE EVENTS

india.hyve.group


