
A Timeline Guide to Exhibiting
Follow this timeline to ensure effective planning, organising and execution of your exhibition
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OBJECTIVES
Set goals, set budget 

& book stand

BRANDING
Send Informa logo  

& company info 

MEETINGS
Begin scheduling 

meetings for event

TRAINING
Brief & train staff  
to manage stand

STAND
Design stand optimising 

to meet objectives 

TECHNICALITIES
Organise furniture, floor, 

electrics, Wi-Fi & AV

CONFIRMATIONS
Confirm stand elements 
with Informa & suppliers
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PLANNING
Create action  

plans for leads 

COLLATE
Begin to collate 

financials
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SORTING
Organise data & 

Identify leads

CONTACT
Start targeting leads 

& contacts

REVIEW
Post-show report, measure 

ROI & assess overall success

life sciences exhibitions


