Following is your customizable, Show-Organizer Interview Form. 

The gray fields indicate form fields that your show-organizer contact can simply click to fill in the information. 

To add questions to this form, follow these simple steps: 

1. Open the form in Microsoft Word. 

2. Under the “Tools” menu at the top of the page, click “Unprotect Document.” 

3. Add (or delete) questions as needed. 

4. Under the “Tools” menu at the top of the screen, click “Protect Document.” 

Your edited document is now ready to use. 

Show-Organizer Interview Form

Please complete the following show-information form by <DATE>and return it to: 
<Name>
<Title>
<e-mail address>
<Fax>
	Show-Organizer Contact Person: 
	     

	Address:
	     

	Phone: 
	     

	Fax: 
	     

	E-mail: 
	     

	Web site: 
	     

	Date form completed: 
	     


Show Basics
Please indicate the following for your next show (or shows if more than one, e.g. an annual and mid-year show).

	Show name
	     

	Show location
	     

	Show dates: Conference 
	     

	Show dates: Exhibition 
	     

	Hours (General hours for all conference/exhibition days) 
	     

	· Educational-session hours: Sunday 
	     

	· Exhibit-hall hours: Sunday 
	     

	· Educational-session hours: Monday 
	     

	· Exhibit-hall hours: Monday 
	     

	· Educational-session hours: Tuesday 
	     

	· Exhibit-hall hours: Tuesday 
	     

	· Educational-session hours: Wednesday 
	     

	· Exhibit-hall hours: Wednesday 
	     

	· Educational-session hours: Thursday 
	     

	· Exhibit-hall hours: Thursday 
	     

	· Educational-session hours: Friday 
	     

	· Exhibit-hall hours: Friday 
	     

	· Educational-session hours: Saturday 
	     

	· Exhibit-hall hours: Saturday 
	     


· What is the total number of hours your exhibit hall is open? <# hours>  FILLIN  "No. of Hours"  \* MERGEFORMAT 

 FILLIN  "Click to fill"  \* MERGEFORMAT 
· Of the total hours your exhibit hall is open, how many hours do not conflict with educational-session hours?  <# hours>
Please list names of show sponsors (other than your own company), such as sponsoring associations, societies, or other organizations: 
1. <Sponsor 1>
2. <Sponsor 2>
3. <Sponsor 3>
Attendee and Exhibitor Information 
Please provide attendance figures and exhibitor information for your two most recent shows:

	
	Year:
	Year:

	Buyers: 
	     
	     

	Exhibitor personnel: 
	     
	     

	Media attendees: 
	     
	     

	Students: 
	     
	     

	Show staff: 
	     
	     

	Spouses/family members/nonbuyers: 
	     
	     

	Other: 
	     
	     

	TOTAL ATTENDANCE: 
	     
	     


· Are your attendance figures audited by an independent third party? If yes, please send a copy of the audit with the completed Show-Organizer Interview Form.
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No 

· Do you measure attendee-demographic information on your registration form? If yes, please send a report of this information with the returned Show-Organizer Form. 

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No 

If no, provide the following attendee-demographic information using as much detail as possible:

	Job title/function: 
	     

	Type of business/organization: 
	     

	Company size by number of employees: 
	     

	Company size by gross annual revenue: 
	     

	Geographical distribution by region or state: 
	     

	Products interested in seeing: 
	     

	Purchase authority: 
	     

	Purchase plans/timeframes: 
	     

	Other: 
	     


· Provide a general description of your attendee profile. 
     
· Provide a general description of your exhibitor profile. 

     
· What products/services and educational opportunities are the primary focus of your show? 

     
Show Promotion and Marketing

· Is a pre- or post-show registered attendee list available to exhibitors? 
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No 

If yes, what fee, if any, is charged for this list? $ Fee 
· What is the value proposition for attendees?  What are the primary advantages for attendees attending your event?      
· What is the value proposition for exhibitors? What are the primary reasons they should exhibit in your event?      
· What differentiates your show from other events that compete directly or indirectly with you?      
· Where is the exhibit hall in relation to educational sessions and other show-related events?      
· What special events or activities do you schedule in the exhibit hall to draw attendees to the booths?      
Sponsorships/Events

· What sponsorship opportunities are available for exhibitors, and what does each cost?      
· Do you build custom sponsorship packages for exhibitors?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No 

· Who establishes the dollar value of your sponsorships?      
· How do you handle “first right of refusal” considerations?      
· Are on-site meeting rooms available for exhibitors to hold their own presentations?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No 

If yes, how much do you charge for these rooms? $ Fee
· Are there opportunities for speakers from exhibiting companies or their clients/alliances to speak as part of your education program?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No 

If yes, please describe the application and presentation-approval process.      
Form-Return Checklist 

Please include the following information, if available, with the returned form.
1. Demographic profile of attendees based on registration statistics

2. Attendee survey results

3. Exhibitor prospectus

4. Sponsorships prospectus 
5. Information on speaking opportunities for exhibitors, or Call for Presentations forms 
6. Any other information that would be of value in our decision 

