Event Vendor Planning Checklist
Site Selection considerations:

· Contact person

· Vendor capacity
· Is the vendor section near the food?
· Loading Dock available
· Doors

· Elevators

· Power Availability

· Secured Storage

· Table and chairs available
· Door Prize Display Table

· Signage for vendors
· Parking Services

· Site maps

· Nearby Hotels 
· Site Tour with site contact person
Before the event:

· Contract signed and vendor payment made

· Keep vendors updated with emails on:

· Attendance numbers

· Topics for sessions

· E-mail/copy agenda or flyer for their marketing and advertising

· Send a separate email with the only of topic of:

· VENDOR SPACE DETAILS

· Move in times

· Where to unload, where to park

· Remind them they cannot sell at their booth

· Encourage samples, give-a-ways

· Door prize

· Parking details

· Move out instructions: NO EARLY TEARDOWN

· What the booth comes with: table, chairs, tablecloth????

· Lunch

· When doing site walk thru:

· Make sure the vendor area has high visibility for attendees

· Vendor area conducive for signs, standup banners

· Vendor area next to food

Vendor Area Set-up
· Do table tents to assign spaces.  We have a template with logo

· Make sure sponsors get highest visibility booths, keep them happy

· Try not to place competitors next to each other

· Have volunteers available to assist with move-in

· Set display area for door prizes close to vendors and food

During the event:
· Smooge (technical term) the vendors.  Check in with them during the day to make them feel special and valued, because they are

· Ask the vendor for their ideas on improvement

· Hand out surveys, ask them to fill them out before they leave.  Go around and ask for the surveys, this gets you higher return rate.  

· Hand out vendor thank you cards….handwritten with a special goodie or gift.  Make it fun and memorable.  Leave them with the feeling of  “Can’t wait for the next scam jam”

· Organize door prize table and displaying them

· Take pictures for vendors of their booths

Immediately After the Event:

· ASAP send out an email with vendor survey results.  That will make them feel like a partner, transparency is always good
· Email pictures to vendors
· Thank them again for their support and involvement

· What went right, what went wrong, what are we going to keep the same and what are we going to change for the next event?  What did we learn?
