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CONFERENCE/TRADE SHOW
TRIP REPORT
Prepared by ________________________
General Conference Information

	Conference Name
	

	Conference Dates
	

	Attendee Names
	

	Department(s)
	


Conference Session Summary (Attended)

	Session Name
	Summary/Comments

	
	

	
	


Trade Show Booth Activity Comments

	


General Summary/Comments

	POTENTIAL FOR IMMEDIATE REVENUE

IDEAS

Other notes:

CONTACT – FOLLOW-UP




Competitive Intelligence Gained

(Include potential opportunities for additional products, competitive information, etc.)

	


Conference Cost Summary

	Item
	Budget
	Actual

	Registration Fees
	
	

	Travel Costs
	
	

	Hotel Costs
	
	

	Meals/Entertainment
	
	

	Miscellaneous
	
	

	Total
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                               Post Exhibit Report (cont.)
Was show objective met? 
Total booth visitors: 
Rate Booth Traffic:  circle one (Poor, Fair, Good, Excellent) 
Rate Booth Location: circle one (Poor, Fair, Good, Excellent) 
Number of Booth Personnel: circle one (1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11, 12, 12+)
Was staffing adequate? circle one (Yes, No) 
Comments:

Please comment on competitors in attendance and their messaging/focus:

Number of Sales Leads taken: 
Lead Retrieval Used:  circle all that apply (collected business cards, lead retrieval machine, lead form, drawing, other*)

If custom form, please attach sample.
Recommendation for use next year:  circle one (Yes, No)

Give-aways: 
Were they effective? 
Internet connection: circle one (Yes, No)   If “Yes”, was the connection speed adequate? circle one (Yes, No)
Please comment on connection and impact on customers. Plasma not necessary – something smaller would have been fine – showed most my laptop
Rate the amount of book product sent to the show:  (Not enough, Too much, Enough) none
Please comment on your response and provide future recommendations.

Booth Equipment Condition:  (Poor, Fair, Good, Excellent)excellent
*If Poor/Fair, please explain.

Recommendation for future attendance:  (Yes, No) ?
Please explain your answer.

If Yes, how many booth spaces?

Total Show Sales:  
Any additional comments:
THANK YOU.
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