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EXHIBITOR CHECKLIST

Use this checklist as a planning guide for exhibiting at the Fall Conference. Please refer to your Exhibitor Prospectus for full details on select tasks (page number noted in the Page # column below). See you in Vegas! 

REV.  01/25/12
	Due Date
	Done      
	Task

	Page #

	February
	
	
	

	16th 
	
	Exhibit Hall Guide Reservations begin  (Formerly Exhibitor Marketing Brochure)
	3

	24th
	
	Artwork Due for Exhibit Hall Guide
	

	24th  
	
	Event/item contribution deadline (to be included in Exhibit Hall Guide)
	3

	March
	
	
	

	1st 
	
	Deadline for Satellite Event Reservations
	3

	1st 
	
	Deadline for making hotel room reservations
	4

	15th 
	
	Exhibit Hall Guide Posted to Website
	3

	15th 
	
	All advertising/information to be included in conference materials due
	3

	16th 
	
	Discount deadline for lead retrieval services
	

	16th 
	
	Exhibit Hall Guide Mailing Date
	3

	17th  
	
	Exhibitor Rep Late Registration Fee $50
	3

	19th 
	
	First day for warehouse deliveries without a surcharge
	

	26th
	
	Discount deadline for all Shepard Exposition Services orders
	

	30th  
	
	Traffic Driver Contribution Deadline
	3

	30th 
	
	Advance pricing ends for electrical and internet services
	

	April
	
	
	

	9th  
	
	Last day for warehouse deliveries without a surcharge
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