Booth/Event Checklist

Event name____________________________________________________
Event date ____________________________________________________
Contact name _________________________________________________
Contact phone/email ____________________________________________
Initial contact date ______________________________________________
Referral of event ______________      thank-you sent?________N/A_____
Cost _________________________________________________________
Location _____________________________________________________
Size of booth space _____________________________________________
Set-up specifics ________________________________________________
Parking issues _________________________________________________
Tables included?  No    Yes     Size ____________________Cost?________
Electricity available?     No        Yes     Extra cost ________
Event held last year?   No   Yes
Usborne representative last year?   No   Yes    
		Who?   ______________________________________________
Target Audience _______________________________________________
Advertising?  How? ____________________________________________
# participants last year?  _________________________________________
Giveaway required?  No   Yes ____________________________________
MapQuest attached or directions: ____________________________________________________________________________________________________________________________

Registration/fee sent in     Date: _______   Check # ____

Communication notes/Ideas for next year
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________
Booth Checklist Items
(Highlight them as you pack or put in designated area to pack; cross out if not needed)

*Stickers with your info on them to label books
*Tablecloths
*Banners (if have them)
*Survey/free drawing forms
*Duck bucks or flyers for home shows
*Recruit packets
*Old catalogs or school flyers
*Pens
*Calculator (take 2)
*Easels (small to display single title)
*Clipboards (small) (for surveys)
*Drapery hooks for kid kits/survey clipboards (to hang on front of tables)
*Order pads (2 part carbonless-Wal-Mart)
*Business cards
*bags
*name badge
*Signs: specials, recruit, home shows, ect.
*Sheets to cover display if leaving overnight
*Info on book fairs, RFTS, LFL
*Master copy of home school curriculums that use Usborne books
*duck stickers and duck stamp/pad for kids
*small plastic shoe-size box with hinge lid for personal items(mints, meal-type bar    	to eat, chapstick/lipstick, pressed powder, hair clip, small brush, trial size 	deodorant, hand lotion)
*small plastic hinged lid box for supplies: clear packing tape, scissors, 	screwdriver, charge card tent, permanent markers, highlighter
Racks
Tables
Rolling cart or dolly
Snack
Bottled water or soda in small cooler
Cash (about $100 worth)
Fanny pack (and cash box if working with another consultant)
Books
Open copy of mouse or squirrel slot book
Baskets/crates
Copy of current home show and recruiting specials
Hostess packets
Give-away item/basket if required





*These are items I recommend you keep in a “booth box” (big plastic tub with lid)…they stay in there all the time, so are ready to go.  If you have to pack all these items every event, even if you don’t do a lot, it can be overwhelming in your preparation.  Mine is a different color than any other tub I use for books so I can find it easily in a bunch of tubs…also has “BOOTH BOX” written in permanent marker on every side of it.

Recruiting packets can stay in the box, just recall you will need to put the current months startup special in them.



