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Exhibition checklist

From 90 days before the show to the follow-up after it. Check the exhibitor manual for your show’s exact
dates.

90 days or more before

Set goals for the show and how you will measure them

Agree the budget: space, stand, services, travel and hospitality
Book your space and get the floor plan and plot number

Read the exhibitor manual and note every deadline

Choose your stand builder; share the brief, plot size and open sides
Decide the products, demos and key messages

Plan staff travel and accommodation if needed
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60 days before

Sign off the 3D stand design

Submit stand drawings for organiser approval before the deadline
Order power, water and internet through the organiser

Confirm screens, lighting and AV; start preparing content

Plan shipping of exhibits and samples, including customs
Arrange insurance if required

Tell customers your stand number and invite them to book meetings
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30 days before
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Send final print-ready graphics files

Register staff and order exhibitor badges

Confirm furniture, storage and rented items
Prepare brochures, samples and giveaways

Set up lead capture and decide what data you need
Book hospitality if needed

Confirm build-up and breakdown times and vehicle access

Final two weeks
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Brief the team: goals, key messages and shifts

Confirm shipping has arrived or is on schedule

Pack a stand kit: chargers, extension leads, tools and first aid

Check badges, service orders and approvals are confirmed in writing
Share a contact list with the team

Send reminders to everyone who booked a meeting

Build-up days
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Have someone from your team on site

Check the stand against the approved design, graphics and spelling
Test power, lighting, screens and content

Place products, samples and brochures

Keep the stand clear of boxes; know where storage is

Sign off the handover and list any fixes before opening



Show days

Short team briefing every morning

Keep the stand clean, tidy and staffed at all times
Log every lead with their needs and the next step
Take photos and video of the stand and activities

Follow the organiser’s rules on noise, aisles and safety
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Keep the builder’s on-site contact close

After the show

Follow up every lead within 48 hours

Prioritise leads and pass them to the right salespeople
Arrange breakdown, return of exhibits and storage for reuse
Review results against goals and costs

Write down lessons for next time
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Set alerts for your next show in the shows calendar

Need a stand for your next show? Contact Oxira Events: events.oxira.sa | info@oxira.sa | +966 56 567 0776



