
❏ Layout - Plan

❏ Map of layout for set up

❏ Decor

❏ Props

❏ Wall decorations

❏ Shelving

❏ Booth Walls

❏ Flooring

❏ Music

❏ Tables & Chairs

❏ coverings

❏ Promotional/Marketing Items

❏ Business cards

❏ Line sheets

❏ Order forms

❏ Receipts

❏ VIP/Email Sign up forms

❏ Find us Here - social media

cards

❏ Giveaway items

❏ Signage

❏ Specials

❏ Payment options

❏ incentives

❏ Supplies

❏ Pens, sharpie,

❏ Stick pins

❏ Tape - scotch, duct, double-

sided, masking

❏ Zip ties

❏ Hangers

❏ Additional labels

❏ Alligator clips or

clothespins

❏ Box Cutter

❏ Clipboards - work great for

signage too

❏ ScrewDriver or Drill for set

up

❏ Hammer

❏ Stapler and staples

❏ Extension Cords and power

strip

❏ Step ladder

❏ Tacks

❏ Hot glue gun, glue dots or

other adhesive - Velcro

❏ Lights and bulbs

❏ Hooks or other hangers

❏ Portable charger/backup

battery for phone

❏ Scissors

❏ Rope, twine or fishing line

❏ Trash Can and liners

❏ Broom/dust pan or small

vacuum

❏ Miscellaneous Items

❏ bags

❏ Kleenex

❏ Wet wipes

❏ Calculator

❏ snacks/water bottle

❏ First aid kit

❏ Starting cash

❏ Hand sanitizer

❏ Notebook

❏ Chapstick and lotion

❏ Bags

❏ Lockbox

Vendor Show or Pop Up Shop Checklist:


