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How to Plan, Execute & Elevate Your Event Experience

Planning a successful trade show requires more than booking a venue and
selling booth space. As a show organizer, you are responsible for delivering
a seamless experience for exhibitors, sponsors, and attendees alike.

From floor plan strategy and exhibitor services to onsite logistics and post-
show evaluation, every detail matters.

At SourceOne Events, we partner with show organizers as an extension of
their team — delivering professional execution, quality equipment, and
operational support from start to finish. Because your event deserves
nothing less than the opportunity to Trade Up to a Better Experience.

Use this comprehensive trade show checklist to streamline planning,
support exhibitors, and elevate your event year after year.

Pre-Show Planning Checklist for Trade Show Organizers
1. Define Your Event Goals & Audience Strategy
Before diving into logistics, clarify your objectives:

. Are you focused on exhibitor retention?
. Increasing attendee registration?

. Enhancing sponsor visibility?

. Growing overall event revenue?

Clear goals guide every decision — from marketing to floor plan design.

Trade Up To A Better Experience
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2. Develop a Strategic Floor Plan

Your trade show floor plan directly impacts traffic flow, exhibitor
satisfaction, and attendee experience.

Consider:

. High-traffic anchor placements

« Sponsor visibility opportunities

o Wide, accessible aisles

. Thoughtful spacing for island booths
« Activation or demo zones

A well-designed show floor improves engagement and increases exhibitor
ROI — which drives renewals.

3. Select the Right General Service Contractor

Choosing the right general service contractor (GSC) is one of the most
critical decisions you'll make as a show organizer.

Your contractor should provide:

. High-quality rental equipment

. Reliable exhibitor services

. Seamless logistics coordination

. Professional onsite management

« Clear communication with exhibitors

At SourceOne Events, we pride ourselves on proactive communication,
meticulous quality control, and consistent reinvestment in equipment —
ensuring your show floor reflects the professionalism of your brand.

Trade Up To A Better Experience
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4. Create a Clear Exhibitor Services Strategy

Exhibitors rely on your team for guidance.

Ensure your Exhibitor Services Manual includes:

Order deadlines

Shipping instructions

Material handling details

Setup and dismantle schedules
Promotional guidelines

Clarity reduces confusion and improves exhibitor satisfaction. SourceOne
Events will create a manual specific to your show.

5. Coordinate Marketing & Pre-Show Promotion
Successful trade shows build momentum before doors open.
Promote through:

. Email marketing campaigns
. Social media engagement

« Industry partnerships

. Speaker announcements

. Sponsor highlights

Encourage exhibitors to promote their participation as well. A collaborative
marketing effort increases attendance and overall show value.

Trade Up To A Better Experience
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6. Plan Onsite Experience & Engagement

As an organizer, your responsibilities extend beyond logistics—you're
curating an experience.

Enhance engagement through:

. Keynote speakers and education sessions

. Interactive technology (apps, digital signage, video walls)
. Networking lounges

. Charging stations and comfort areas

These elements elevate perception and attendee satisfaction.

During the Event: Onsite Execution for Organizers
Maintain Strong Operational Oversight

During show days, seamless execution is everything.
Focus on:

« Registration flow

« Dock and move-in coordination
. Floor management

. Exhibitor support

« Immediate issue resolution

Partnering with a professional GSC ensures operational challenges are
handled quickly and discreetly.

Trade Up To A Better Experience
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Support Exhibitor Success

When exhibitors succeed, your show grows.

Encourage exhibitors to:

Engage attendees proactively
Conduct demonstrations
Capture lead data

Leverage social media

A supportive organizer fosters long-term loyalty.

Monitor Attendee Experience
Walk the floor regularly.
Evaluate:

Traffic patterns
Congestion points
Session attendance
Sponsor visibility
Overall energy

Real-time adjustments can significantly improve event flow.

Trade Up To A Better Experience
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Post-Show Strategy for Trade Show Organizers

Gather Feedback from Exhibitors & Attendees

Feedback drives improvement and retention.

Ask exhibitors about:

. Booth placement satisfaction
. Traffic quality

. Logistics experience

. Rental equipment quality

« Onsite support

Ask attendees about:

« Educational value

. Navigation ease

« Networking opportunities
« Overall satisfaction

Document insights immediately while they’re fresh.
Measure Event Performance & ROI

Track key performance indicators such as:

Total attendance
Exhibitor retention rate
Sponsor renewals
Revenue growth

« Operational efficiency

Data-backed evaluation positions your event for long-term growth.

Trade Up To A Better Experience
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Elevate Your Show with the Right Partner

Organizing a trade show is complex. Logistics, exhibitor satisfaction, and
attendee engagement must align flawlessly.

At SourceOne Events, we serve as an extension of your team, delivering:

High-quality rental equipment

Strategic floor plan execution

Professional exhibitor services

Reliable onsite management

« Seamless move-in and move-out coordination

We understand that your reputation is on the line with every event. That's
why we are committed to helping you deliver polished, professional, and
profitable shows.

Because when your exhibitors succeed, and your attendees leave
impressed, your event doesn't just meet expectations, you Trade Up to a
Better Experience.

Trade Up To A Better Experience

www.SourceOneEvents.com 1-877-763-3976
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