Attachment: Jeff Wood’s Trade Show Supply Check-off list – Awesome!  NOTE: You can also find this check-off list and pictures of last year’s booths in the “Trade Fair” section at www.janetbelch.com  
Top 12 things to get ready for a Trade Fair: 
Submitted by: Janet Belch- CA VE New Teacher Mentor

Attention: Read and Forward to Your Trade Show Planners!

1. Establish a Trade Fair Committee with a lead person with members of each department on it. You will be working very closely with your lead person!

2. 1st week in November deadline! Complete Registration; P.O. information and sign up for competitions on the Intent to Compete form, all registration info needs to be in Nancy’s office by Nov. 8sth. The P.O. for payment must be in Nancy’s office by Nov. 8th, so start that process this week! (Note: Business Plan Intent to Participate is due October 25th-  NOTE: Verify the dates in the current Registration Packet!
3. Make hotel and travel arrangements.

4. Permission slips and Principal and or Board permission, if necessary.

5. Calendar of Deadlines! Have your Trade Show Lead Person maintain a large trade fair prep calendar, (available at Staples if you don’t have dedicated black board space, or computerized version) to put all deadlines for submission of trade fair registration, payment, mail-in competition items; dates things are due; permission slips in; hotel money due, website up on shopping mall, etc. EVERYTHING goes on this calendar that is in full view of all participants with 6the due dates. 

6. Design booth and sales packages to be sold. Build that booth right in your room! Checkout specific measurement specifications in your Trade Fair Registration Packet (page 8) and measure out on the floor with masking tape, put a 6-foot table and 2 chairs inside the markers and tell them, “This is the space you have to build your booth. Go for it!” The cool thing is that if they totally build it, including lights, extension cords, customer packets, etc., and (non electrical) tools needed for assembly, then they can just pack it all and rest easy that they have everything they need to set up the booth when they get there! This is important because there are no office supply stores anywhere near the Convention Center. (Note! The major convention centers don’t allow power tools to be used, as it violates their union contracts with their electricians, so have them design something that just needs manual screwdrivers, hammers, etc.. I hear you laughing, but I am not kidding on this. Your students will get an idea of what it used to be like for us in the “olden days”.

7. List of basic booth needs in your VE Trade Fair packet. Have your students create a list of specific items needed for your booth next week and pass the list around and have everyone sign up for an item to contribute. A really good resource for your trade show list is Jeff Wood’s excellent “Trade Fair Check-off List’ (attached) and also can be found in the “Trade Fair Info” link at www.janetbelch.com. 


8. Go over judging rubrics/score sheets with your students for Salesmanship, Professional Booth, Creative Booth, as well as, any of the oral competitions your students will be entering.

9. Prepare for oral competitions - if participating in those, use the VEC Business Plan Oral Presentation video for great presentation ideas. Ask Nancy for a copy. . Classmates critique oral presentations; the judging rubrics are right in the trade fair invitation packet for you!


10. Set-up Trade Fair sales-bookkeeping system. This is HUGE! Your accounting department needs make sure that the sales people get all of the information on the sales slip so the customer can be billed after the trade fair. MINIMUM, you need the student name and school they are from. Chapter 5 of the Accounting Tutorials is all about setting up your charge sales for billing after trade fairs. Jerry just completed a new “Step-by-Step for Invoicing” for Trade Show prep at www.janetbelch.com! 


11. Break down this Trade Show tasks by department so each department knows what they are responsible for. Likewise, just prior to trade show, make a Trade Show schedule so everyone knows who is responsible for what.

12. Pack up your business, and take your show on the road. Have the time of your lives!

Note to Teachers! Biggest challenge is last minute printing. Have your managers submit to your Event Planner what their printing needs are going to be and schedule printing days in November to meet those needs. Remember you may be printing Business Plans, H/R Manuals, Sales Catalogs, Newsletters, Trade Fair Booth fliers, etc. I can’t even tell you how kids procrastinate and everyone wants to print on the last day. (Then you run out of ink or the printer has a meltdown) By getting each department’s printing needs on the calendar, it will force your kids to get the trade projects done on time.

Check out Trade Fair Resources available to you!

· VE Website “Curriculum” unit on Trade Fairs with great “Lessons” on: “Trade Fair Booth”; “Trade Fair Success”; “Trade Fair To Do List”; “Working the Trade Fair Floor”; “10 Steps of Booth Staffing”; “Trade Fair Lesson Plan.” 

· Terrific YouTube Videos featuring VE Trade Fairs and VE Commercials from a number of our VE companies! Go to www.janetbelch.com ; scroll down to “Step by Steps 1st Semester;” click on “VE You Tube Videos” and click away – Great examples and great fun!
· My New Coordinator Training presentation on “Trade Fair Prep” is in the “Presentations” link at www.janetbelch.com . 

· “Trade Fair Tips” link at www.janetbelch.com includes: “Sales Procedures;” Hotel Etiquette”; “Business Evaluation Project”; “Trade Fair Research Project”, (a great gradable assignment for your kids to do at the trade fair); “Trade Fair Code of Conduct”; “Polly’s Trade Fair Parent Letter”, (awesome); “Sales Assessment”; “Booth Do and Don’ts”; “Top 12 things to do” when getting ready for a trade fair; and the best “Trade Fair Check-off List” from Jeff Wood that I’ve ever seen!

· Keep On your desk for quick reference: Bakersfield Trade Fair Registration (first 13 pages) and VE Competition Overview Booklets packet (all of it!). Even though you have students in charge of each competition, sometimes they miss details that can make you lose points, like not having enough participants, short on materials for judges, or missing submission deadlines for mail-ins.

· Nothing can replace taking part of a period with your students and using a projection computer, to go over the competition overview and evaluation scoring pages for each competition you are competing in. Actually seeing the score sheets for your Company Catalog, Newsletter, Website, and Employee Manual, Video Commercial; and Company Website, (along with the Booth and Salesmanship score sheets), is an excellent tool for your students to make sure all components are included in their projects. 
· And for those students who don’t ‘get it’ about deadlines, I always refer to my pal Polly’s 1st day of November’s lesson plan that starts with an exercise called, “How much time do we REALLY have left to pull off this trade fair?” Once you figure out how many working days in Nov., then figure at 1 hour per day, minus Thanksgiving and Veterans holidays – you find that we have only about 24 working hours left in the month prior to the trade fair. A great motivator…..
Next Week! ‘What Judges are really looking for?” (I did a survey);“Sales Procedures”; “Hotel Etiquette”; planning for food; a short list of materials needed for each oral competition and a great (and gradable) “Trade Fair Research Assignment” your students can do at the trade fair. 

Have a terrific weekend. You are my heroes! Virtually Yours, Janet

This is the Good Stuff!”

Delegate, Delegate, DELEGATE, TO KEEP YOUR SANITY!

