
TRADE SHOW CHECKLIST
Show :
Dates :
Show Caption :
Booth Staffers :

Location :

Task                           Date                 Cost                   Comments
Completed

1. The Application Form

2. Exhibitor Package Forms

a. Form completed and mailed

b. Deposit payment submitted

c. Remainder of space fee paid

a. Audio visual rentals

b. Carpet rental

c. Cleaning

d. Computer rental

e. Drayage

f. Electrical

g. Floral

h. Furniture Items selected

i. Labor

j. Lead retieval system

k. Photography

l. Plumbing

m. Riggers

n. Security

o. Signage

p. Telephone rental

q. Temp personnel

d. Booth locations requested

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

$

HY Supplies Inc.
P.O. Box # 2355, Darien, IL 60561-7355
Toll free # - (800) 437-9182
Fax & Voice Message - (800) 437-9188
Email - custserv@hysupplies.com
Web : www.hysupplies.com


