
Pre-Show
 □ 1. Research show attendees and generate a target list.
 □ 2. Create a realistic budget while keeping ROI in mind.
 □ 3. Book hotel and travel.
 □ 4. Define your tradeshow goals.
 □ 5. Decide on an engagement strategy.
 □ 6. Create a staffing plan, and ensure you account for breaks. 
 □ 7. Plan booth layout.
 □ 8. Select SWAG.  (See our Top 30 Essentials List for inspiration)
 □ 9. Brief your staff on roles and expectations.
 □ 10. Arrange an efficient means to collect booth visitor info. 
 □ 11. Inspect banners, table covers, etc.
 □ 12. Create a packing list.
 □ 13. Ship items to the tradeshow location (or have Brandstorm ship 

your kit for you).
 □ 14. Bring zip ties, paper clips and tape for emergency booth repairs!
 □ 15. Scout the tradeshow floor before setting up.

At the Show
 □ 1. Wear comfortable shoes; you’ll be standing all day and you 

don’t want fatigue to settle in!
 □ 2. Greet show attendees as they walk by your booth.
 □ 3. Avoid generic questions, such as “Can I help you?”  

Remember that you want to stand out.
 □ 4. Make time to network with your competitors.
 □ 5. Always ask for a business card and write notes on the back 

immediately after your conversation.
 □ 6. Remember to stay hydrated; you don’t want to pass out at 

your booth!
 □ 7. Keep mints and Chap Stick handy at all times.
 □ 8. Have fun! 

Post Show
 □ 1. Return unused swag and/or tradeshow kit to inventory (or 

use the return label to ship these items back to Brandstorm)
 □ 2. Create a follow up plan
 □ 3. Segment your Hot Leads and Warm Leads
 □ 4. Create a follow up schedule and assign priorities to your staff.
 □ 5. Look contacts up on LinkedIn; seeing faces can help jog your 

memory on the conversation
 □ 6. Say thank you to:  Key vendors, booth staff, and your 

significant other.

TRADESHOW CHECKLIST
A guide to help you prepare for your next show!


