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Abstract: Planning a successful tradeshow involves setting clear 
objectives, budgeting, and selecting the right event. Key steps include 
designing an attractive booth, executing pre-show marketing, and engaging 
with attendees through demonstrations and lead capture. Post-show 
follow-up and performance evaluation are crucial for maximizing returns. 
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Planning a Tradeshow 
Planning a tradeshow can be a complex task, but with careful preparation and organization, it can be a highly 
successful event for your business. Here’s a step-by-step guide to help you through the process: 

 

1. Define Objectives 

 Set Clear Goals: Determine what you want to achieve (e.g., 
lead generation, brand awareness, product launch). 

 Identify Target Audience: Know who you want to attract and 
tailor your strategies accordingly. 

2. Budgeting 

 Estimate Costs: Include booth rental, design and 
construction, travel, lodging, promotional materials, shipping, and 
staƯ expenses. 

 Allocate Funds: Prioritize spending based on potential 
return on investment. 

3. Choose the Right Tradeshow 

 Research Events: Look for trade shows that attract your 
target audience and have a good reputation. In case of doubt, just 
attend the tradeshow as a delegate.  

 Evaluate Opportunities: Consider the size of the event, 
location, timing, and cost. 

4. Book Your Space 

 Reserve Early: Secure your booth space well in advance to 
get a good location. (1 year in advance) 

 Understand the Layout: Choose a high-traƯic area if 
possible. 

5. Design Your Booth 

 Create an Attractive Display: Ensure your booth is visually appealing and aligned with your brand. 

 Include Interactive Elements: Engage attendees with demos, videos, and hands-on experiences. 

 Plan the Layout: Design a layout that facilitates easy movement and interaction. 

6. Marketing and Promotion 

 Pre-show Marketing: Use social media, email campaigns, and press releases to generate buzz. 

 Invite Prospects: Personally invite key clients and prospects to visit your booth. 
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 Promotional Materials: Prepare brochures, business cards, and giveaways. 

7. Logistics 

 Communication plan, Shipping and Handling: Arrange for transportation of booth materials and 
products. 

 Setup and Teardown: Plan for the installation and dismantling of your booth. 

8. StaƯing 

 Select the Right Team: Choose knowledgeable and personable staƯ to represent your company. 

 Training: Train staƯ on product details, lead capturing, and customer interaction. 

9. Engagement Strategies 

 Demonstrations: Schedule live demos and presentations. 

 Interactive Activities: Host contests, games, or live social media updates. 

 Lead Capture: Use technology like scanners or apps to capture contact information eƯiciently. 

10. Follow-Up 

 Post-Show Communication: Send thank-you emails and follow-up with leads promptly. 

 Evaluate Performance: Analyze the outcomes against your objectives to measure success. 

 Gather Feedback: Collect feedback from your team and attendees to improve future events. 

Tips for Success 

 Stand Out: Unique booth designs and engaging activities can attract more visitors. 

 Networking: Attend networking events and engage with other exhibitors. 

 Stay Organized: Keep track of all details and deadlines with a detailed checklist. 

By following these steps, you can ensure that your tradeshow experience is organized, eƯective, and beneficial for 
your business.  

Additional tool:  Tradeshow planning tool (https://bit.ly/3T7mOiS) 
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About the team  

Krishnan Allampallam, PhD, MBA, Founder Owner, Biotech Bridge Media (BBM) 
Krishnan started BBM with the goal of helping very busy leaders with ad-hoc small projects they want to do but 
don't have the resources nor do they have the time to coach a new member. With 25+ years of experience in the 
biotech industry with a strong technical and business background, Krishnan can start on day one running. He can 
help with the following strategic product management, market research in biotechnology, pharma market space, 
content development for multi-channel digital marketing branding, product launch planning and execution, sale 
enablement, sales collaterals, training, technical training  

In addition to marketing, Biotech Bridge Media can also help you take a research product (regulated) to 
commercial launch.  We have teamed with QuRA Solutions and Script Molecular to help guide you with the 
process.  Take a quick look at our Quick Guide:  T 

Srileka Deka, MD, PhD, Chief Scientific OƯicer at Script Molecular, Regulatory Consultant 
Srileka, an experienced healthcare executive and a highly skilled scientist with two decades of experience in the 
biotechnology and molecular device industry. Having worked with small start-ups as well as large companies like 
Roche, Srilekha has multiple successful submissions to FDA [510(k)] and other regulatory agencies. She led the 
teams through successful ISO13485 certification and rapid launch of RUO assays. With a rich background of 
clinical medicine and scientific research, she is enthusiastic about leveraging her knowledge for advancement of 
diagnostics for improved treatment and disease outcomes in patients. 

Jaspreet Seth, PhD. President, QuRA Solutions, QMS Consultant 
Jaspreet, a dynamic professional with proven experience (20 yrs) in Quality Systems Regulations, Clinical Research 
Compliance, College of American Pathologists (CAP) accreditation, Good Clinical Laboratory Practices (GCLP), 
Quality Assurance, Quality Control, assay and process validations, and customer support experience. 
 
Call us for a 30-minute consultancy at (773) 456 2126 or email to krishnan@biotechbridgemedia.com 


