
 

 
Trade Up To A Better Experience 

 

Top 5 Logistics Mistakes Exhibitors 

Make Before a Trade Show 

 

Trade show logistics can make or break the exhibitor experience. Even the best booth design, products, and 
sales team can run into problems if freight, timing, paperwork, and outbound plans are not handled correctly. 

Here are five common logistics mistakes exhibitors make and how to avoid them. 

1. Waiting Too Long to Ship 

One of the biggest mistakes exhibitors make is waiting until the last minute to ship booth materials. Delayed 
shipments can lead to missed delivery windows, rush fees, limited carrier options, and added stress right 
before the show opens. 

Shipping early gives your team more control. It also allows time to fix issues if something is delayed, 
mislabeled, or missing. 

How to avoid it: Review the advance warehouse and show site receiving dates as soon as you receive the 
exhibitor kit. Build in extra time for carrier delays, weather, and weekends. 

2. Using the Wrong Shipping Labels 

Trade show freight is not the same as standard office or warehouse shipping. If labels are missing, outdated, 
or sent to the wrong address, freight can end up delayed, refused, or delivered to the wrong location. 

This is especially common when exhibitors reuse labels from a past event or ship to the venue without 
checking the current instructions. 

How to avoid it: Always use the official shipping labels from the current exhibitor kit. Make sure every piece of 
freight is labeled clearly with the show name, company name, booth number, and destination. 

3. Not Knowing What Is Being Shipped 

Many exhibitors ship crates, cases, boxes, and pallets without keeping a detailed inventory. When freight 
arrives, it can be difficult to know whether everything made it to the show. 

This becomes a bigger issue when multiple departments, vendors, or locations are sending materials 
separately. 

How to avoid it: Create a simple packing list before anything leaves your office or warehouse. Include the 
number of pieces, tracking numbers, carrier information, and photos of the shipment before pickup. 
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4. Forgetting About Outbound Shipping 

Exhibitors often focus so much on getting freight to the show that they forget to plan how everything will get 
back afterward. Waiting until move-out to figure out return shipping can cause delays, confusion, and 
additional charges. 

Carriers need to be scheduled in advance, paperwork needs to be completed, and return labels need to match 
the actual freight being shipped. 

How to avoid it: Arrange outbound shipping before the show starts. Bring return labels, know your carrier 
pickup deadline, and confirm who is responsible for completing the outbound paperwork on site. 

5. Assuming Someone Else Is Tracking the Details 

Logistics often involve several people: marketing teams, sales teams, exhibit houses, carriers, show 
management, and vendors. When everyone assumes someone else is handling the details, important steps 
can get missed. 

This can lead to freight arriving late, shipments being split up, return pickups being missed, or materials being 
left behind after the show. 

How to avoid it: Assign one person to own the logistics checklist from start to finish. That person should track 
deadlines, shipping documents, carrier contacts, tracking numbers, and outbound instructions. 

Final Tip 

Successful trade show logistics come down to planning early, labeling correctly, tracking every shipment, and 
having a clear return plan before the show even begins. A little extra preparation before the event can save 
time, money, and frustration on site. 
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