Checklist for Fair Coordinator

Event Name:







_
Date/Time:  






_____
Location:
   






_____
Participants




Shift Days/Times

1.













2.













3.













4.













Training session
Items to discuss:  (Check when completed)

Shifts





Professional dress



Business materials needed

Goals



Words to use*



Lead distribution
Display Materials Needed: 
Show Type:   Bridal     Home Show     Holiday Fair      Craft Show      Fundraiser     Job  Fair       Other

Circle If Needed/List Who Is Responsible For Bringing:   
Tables    Linens    Electrical Supplies/Lights      Decorations     Other
Materials Needed



Consultant Responsible










































































































______
* Attracting people to booth, bookings, recruiting, other services, customer service issues
Booths Build Business


Leadership Summit 2007


