How to Get the Most Out of Your ______ Tradeshow Experience
A checklist for tradeshow attendees

According to a Meeting Professionals International study, the top reasons for attending association annual meetings are
1. Networking 
2. Sharing information from the meeting with others 
3. Making new contacts 
4. Learning what others do in the field 
5. Taking a break from the job/routine 

By attending the ______ Annual Meeting & Tradeshow, you can achieve all five of these objectives.  Here are some tips to make the most of your Tradeshow experience.
· Know your needs before you get to the show. Fill out the ________ Meetings Guide survey and bring a copy with you.  Or, bring a copy of your latest RFP with you.
· Look over the list of exhibitors before you arrive.  View the exhibitors’ Web sites at _______________. Be familiar with who is new to the tradeshow this year, as well as who has continued their support year after year.
· Set a schedule so that you visit every exhibitor.  Familiarize yourself with the layout so you can maximize your time on the show floor.
· Manage your time.  Save networking with other association professionals until after the tradeshow so you can visit with as many exhibitors as possible.
· Wear comfortable shoes and clothing.  Make sure you are comfortable and dress in layers, in case you get too hot or too cold.
· Take notes.  It’s a great idea to make notes on the back of each exhibitor’s business card about the discussions you have.
· Bring your business cards.  This is easy to overlook, so be sure you bring plenty of business cards for networking with exhibitors.  (An added bonus: You may even be eligible to qualify for door prizes.)

· Be flexible.  Not every relationship will lead to a successful business transaction. Not every exhibitor will have what you’re looking for.  Flexibility is one of the greatest strengths you can have at a tradeshow.
· Plan to bring any employees who would greatly benefit from attending the trade show.  

· Do some post-show ROI.  Identify if your objectives were met. Evaluate if you had not attended the tradeshow, what would have been the cost and time to achieve the same amount of networking and building business contacts.
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