ProMinent Trade Show (Event) Material Checklist 

Event:      
 Dates:      

Venue:      
City:      
State:      


Booth #:      
 Type:  FORMCHECKBOX 
Show
 FORMCHECKBOX 
Training
 FORMCHECKBOX 
Meeting
 FORMCHECKBOX 
Other



BOOTH SIZE:
DISPLAY NEEDED:
 FORMCHECKBOX 
Tabletop 
 FORMCHECKBOX 
10’x10’
 FORMCHECKBOX 
10’x20’
 FORMCHECKBOX 
20’x20’
 FORMCHECKBOX 
Banners
 FORMCHECKBOX 
Table-top
 FORMCHECKBOX 
pop-up
 FORMCHECKBOX 
Metalli
 FORMCHECKBOX 
Corporate

EQUIPMENT: [ indicate quantity, details, etc.]
  FORMCHECKBOX 
 Skidded/Crated
     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed
ADDITIONAL LITERATURE (in addition to literature for equipment):
  FORMCHECKBOX 
 Skidded/Crated
     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed
     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

     

 FORMCHECKBOX 
 inspected  FORMCHECKBOX 
 packed

EVENT MATERIALS: 
  FORMCHECKBOX 
 Skidded/Crated
 FORMCHECKBOX 
 “Morning After” box 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Power Strips 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Extension Cords 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Tape gun 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Ship to/Return labels 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Bill of Lading 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Business Cards 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Business Card holders: 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed  FORMCHECKBOX 
 Easel(s) for Panel(s): 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Lead Retrieval Forms 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Info cards for each display 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Velcro 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Literature rack(s) 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 LCD projector 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Video camera
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Badges
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Certificates of completion
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Presentation CDs
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Presentation booklets
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Graphics/ posters
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed

 FORMCHECKBOX 
 Cleaning supplies 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed


Check: windex, shop paper towels, clean shop rags, all purpose cleaner, adhesive remover, lint brush 

 FORMCHECKBOX 
 Fully stocked toolbox 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed


Check: box cutters, claw hammer, screw drivers, pliers, channel locks, level, tape measure, Velcro, torques set, allen set, oil, wood screws, nails, paint brush, touch-up paint, packing tape, zipper ties, duct tape, ratchet set, gumbands, magic marker, pen, pencil, goo-gone

 FORMCHECKBOX 
 Power Drill (with bits): 
quantity:      

 FORMCHECKBOX 
 inspected
 FORMCHECKBOX 
 packed 

 FORMCHECKBOX 
 Other:      
 

 FORMCHECKBOX 
 Other:      
 

 FORMCHECKBOX 
 Other:      
 

 FORMCHECKBOX 
 Other:      
 

 FORMCHECKBOX 
 Other:      
 

 FORMCHECKBOX 
 Other:      
 

PROMOTIONAL ITEMS: 
  FORMCHECKBOX 
 Skidded/Crated
 FORMCHECKBOX 
 Pens


 FORMCHECKBOX 
 Keychains


 FORMCHECKBOX 
 Hats


 FORMCHECKBOX 
 Golf balls


 FORMCHECKBOX 
 Golf Tees


 FORMCHECKBOX 
 ProMinators


 FORMCHECKBOX 
 Towels


 FORMCHECKBOX 
 Lanyards

 FORMCHECKBOX 
 Other:      
 

 FORMCHECKBOX 
 Other:      
 

 FORMCHECKBOX 
 Other:      
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