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PlAn & PREPARE

Making the most of your participation with easyFairs®

easyFairs will take care of ensuring that high quality visitors attend our shows. 
Ensuring that they attend your stand requires us both to take some additional actions 
in partnership. 

Therefore, easyFairs gives you a complete set of tools that you should use to get the 
right people to your stand:

1. As many invitations as you need. We automatically 
 send each exhibitor 250 printed invitations but you 
 can order more at any time.
2. A free, secure mailing service: send invitations to 
 your own database, using your own letterhead, with 
 your own message. Absolutely FREE, exclusive to 
 you and totally secure! 
3. A banner and hotlink for your website and email 
 communications – making it easy for people to 
 register and allowing you to identify visitors who 
 register in response to your actions.

Exhibitors who use these tools and follow up by 
contacting visitors will ensure that key customers 
and prospects visit their stands.

In addition, we strongly recommend that you take 
the following actions:

HAvE A MARkETIng / PROMOTIOnAl PlAn: 
Set your marketing objectives and break it into 
pre-show, at-show and post-show phases.
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SEnD OUT AS MAny PERSOnAl InvITATIOnS AS 
POSSIBlE: easyFairs will provide as many printed 
invitations as you need, or send them out on your behalf, 
likewise e-mail

USE All AvAIlABlE CHAnnElS TO InFORM CUSTOMERS 
OF yOUR PARTICIPATIOn: E.g. use the easyFairs website, post 
a trade show banner on your own website, and use direct mail and
advertising …

TRACk wHO REgISTERS In RESPOnSE TO yOUR ACTIOnS: 
You can track who has registered in response to your e-mails and 
invitations. If you are not sure how to do this, contact easyFairs.

PREPARE AHEAD FOR EFFECTIvE PARTICIPATIOn: Provide a speaker for the 
learnShops, think about incentives and giveaways, prepare a press pack, optimise 
your entry in the show catalogue, select and if necessary train the best people to 
represent your company on the stand.

kEEP A HIgH PROFIlE DURIng THE SHOw: Get out of the comfort zone! Create 
interest around scheduled activities. Don’t forget to record leads systematically!

kEEP THE MOMEnTUM gOIng POST-SHOw: Follow up leads promptly and again 
at 3 and 6 month intervals. Track results and measure ROI. Celebrate success – but 
think how you can do even better next time.

Contact your easyFairs representative and ask for your complimentary 
copy of the easyFairs Exhibitor Handbook, which provides more detailed 
recommendations.
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checklist

Plan your participation before, during and after the show with a 
series of marketing actions that will help drive visitors to your 
stand. Use the checklist below to ensure that you stay on track!

R	 Tick when completed

£	 Create marketing and promotion plan

£	 Order tickets

£	 Send out tickets with your own cover letter mentioning 
	 your stand

£	 Talk to your easyFairs contact about opportunities to present 
	a  learnShops session

£	 Set up personalised registration via N200 – you will receive 
	a n email from easyFairs® showing how to do this

£	 Send out electronic invitations by e-mail

£	 Track registrations – through N200 PERSONLISED LINK and printed 
tickets – and contact companies/individuals who register in 
response to your actions

£	 Put banner on your website announcing your participation 
	at  easyFairs® [SHOWNAME]

£	 Include “Visit us on Stand XX at easyFairs® [SHOWNAME]” on any press 
advertising

£	 Prepare press release / press pack for the show

£	 TRACK PRE-REGISTERED VISITORS – CONTACT COMPANIES WHICH 
	 PRE-REGISTERED BUT DID NOT SHOW UP
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