Scam Jam Vendor Coordinator Task List
Recruitment Of Vendors
· Compile a vendor target list of businesses/agencies that would benefit from the exposure from our attendees
· No exclusivity with vendors
· Visit the target vendors, discuss the vendor packet, ask for the support
· Careful not to oversell space available
Vendor Packets
· Update the vendor packet to localize the benefits, print and assemble
· Have a vendor contract signed

· Identify how many vendor booths are available at event site
· Any promises made, add to vendor planning checklist
Vendors Advocate
· Compile a contact list of vendors on spreadsheet
· Keep vendors updated periodically as the events gets closer
· At the event check in with vendors for level of satisfaction
· Prepare thank you cards for each vendor
· Ask vendors to complete a survey and turn it in before they leave the event
