LOGISTICS

Here are some ideas of things to think about before you have your Fair.  If you think of things to add to the list, please email us at afterschool@gsa.gov so we can add them to our list.

Floor Plan:

· Design for best traffic flow –be sure your area is accessible to disabled participants

· Identify seating areas for audiences  e.g., ceremonies, seminars

· Assembly and disassembly schedule for setting up/taking down displays

· Send copy to vender prior to the Fair

Booth Equipment (Standard booth size is 10’ X 10’):

· Table(s)

· Chairs (plan on at least 2 per booth)

· Tablecloths (450 feet will cover 50 tables)

· Signage

· Electricity  (tell your venders if they will have access to electricity)

· Audiovisual equipment (if you can provide equipment, let venders know before they arrive)

· Telephone line access (let venders know whether or not they can hook up a computer to the internet in their booths)

Registration Area:

· Registration cards—have everyone register to build a database for future contact.  If people have pre-registered, have a checklist sign-in sheet.  This is optional, you may want to have open admission.

· Name Tags

· Programs/exhibitor listings to hand out to participants  (include booth numbers and a layout of your site)

· Banner— “After-School Resource Fair”/Balloons

· Someone to answer general questions

· Bags—participants will want bags to carry the information they collect.  Ask one of your federal partners or a local organization to provide the bags.  It is very effective if you can have “After-School Resource Fair” or your logo printed on the bags

Stage/Presentation Area (Optional):

· Seating for presentation or rooms designated for break-out sessions or workshops

· Stage seating for presenters

· Assembly area for speakers

· Sound system/PA

· Podium

· Flowers/plants

· Easels and signage for easels

· Master of Ceremonies

· Background music

Other:

· Exhibitor Forms—have them fax back the sheets 2 weeks prior to the event so you can finalize orders for furniture, electricity, etc.

· Press coverage/publicity of the event.  A press kit with the purpose of the Fair, information about the sponsors and special guests is appreciated

· Directional signs—to registration, exhibits, workshops, rest rooms, etc.

· Evaluation forms for exhibitors

