@ Exhibition Stand Checklist

McGowans

Everything You Need to Brief, Produce and Deliver Print-Perfect Exhibition Graphics

Use this checklist from the moment a show is confirmed to the moment your team walks onto the exhibition floor. It covers every
print-related decision and deadline in sequence.



Phase 1. At Confirmation (8+ Weeks Before
Event)

Start your exhibition planning with these essential tasks to ensure a smooth production process.

Confirm stand dimensions from event Identify all print formats required
organiser Pull-ups, pop-ups, flags, fabric walls, floor vinyl, counter
Obtain floor plan and stand footprint in mm graphics, overhead banners

Confirm event organiser restrictions Check if any hardware is being reused

Some events prohibit certain adhesives, heights or from previous events

standalone structures Pull-up and pop-up frames can often be reused with new
print

Confirm delivery address and access times Brief McGowans on event details and

for stand build formats required

Many venues have restricted delivery windows Include event name, dates, stand number, venue and

delivery requirements
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Phase 2: Briefing and Artwork (6-7 Weeks

Before Event)

This phase focuses on finalising specifications and preparing your design team for production.

Specifications & Quantities

e Confirm final quantities for all formats
e Confirm all finished sizes

¢ Include bleed requirements from McGowans artwork
specification

e Brief design team with size specifications and messaging
hierarchy

¢ Include which message is most important on each format

Brand & Production Requirements

Supply brand guidelines, Pantone references and logo
files to design team

Request a proofing schedule from McGowans
Allow time for at least one amend round

Confirm sustainability requirements (FSC substrate,
recyclable materials, etc.)

Confirm print finish requirements (Gloss/matte lam, soft
touch, spot UV, fabric vs PVC)




Phase 3: Artwork Approval (3-4 Weeks Before
Event)

Critical quality control checks before production begins.

01 02

Review digital proofs for all formats Check all QR codes and web addresses for
Check spelling, brand consistency, Pantone match, bleed and accuracy

safe zone Scan QR codes on the proof before approving

03 04

Confirm any contact details are current Sign off final artwork and notify McGowans
Phone numbers, email, social handles Provide sign-off in writing with proof reference number

05 06

Confirm production lead time and delivery date Order any ancillary items
with McGowans Literature, give-aways, table throws



Phase 4. Production and Pre-Delivery (1-2
Weeks Before Event)

Final logistics and preparation before your graphics arrive at the venue.

Delivery Coordination

Confirm delivery address and
point of contact at venue

Confirm delivery date and time
window with McGowans

Prepare packing list for stand
build

Include all print formats,
hardware and ancillary items

Assembly Planning

Identify who is responsible for
stand assembly at the event

Confirm pull-up and pop-up
assembly instructions are

available

McGowans can supply
instruction sheets if needed

Transport Logistics

Check transport logistics if
stand is travelling with your
team

Roll up all pull-ups and banners
correctly to avoid damage in
transit



Phase 5: On-Site and Post-Event

Final checks and post-event procedures to maximise your investment.

On-Site Tasks Post-Event Tasks
e Check all graphics on arrival for damage e After event: roll up pull-ups and pop-ups carefully for
o Notify McGowans immediately if any items are damaged storage
in transit e Return any hardware for reuse at next event
e Assemble stand as per layout plan e Brief McGowans on any updates needed for next event
e Confirm all QR codes and response mechanisms are e Messages, dates, contact details
active

e Photograph the completed stand for post-event reporting



Exhibition Print Format Reference

A comprehensive guide to standard exhibition print formats and specifications.

Format

Pull-up banner

Pop-up display (curved)

Pop-up display (straight)

Outdoor flag (feather)

Outdoor flag (rectangle)

Table throw

Floor vinyl

Overhead banner

Standard Size

850 x 2000mm

3m wide
(assembled)

3m wide
(assembled)

800 x 2500mm
(typical)

600 x 1800mm
(typical)

Standard trestle
table

Custom size

Custom size

Substrate

PVC / fabric

Fabric or PVC

Fabric or PVC

Printed fabric

Printed fabric

Printed fabric

Anti-slip vinyl

Fabric or PVC

Notes

Reusable cassette hardware

Lightweight, portable

More formal aesthetic

Ground spike or base required

Pole-mount or base

Branded finish for counters

Confirm venue permits floor vinyl

Confirm rigging availability with venue



McGowans Exhibition Print Expertise

McGowans has extensive experience supplying exhibition print for indoor and outdoor events including the National Ploughing

Championships.

O

YOUR COMPANY
Imnouate, Accelerate Succeed.

Indoor Exhibitions

From intimate trade shows to large-scale
conferences, we deliver print-perfect
graphics that make your brand stand
out.

Outdoor Events

Weather-resistant materials and robust
hardware designed to perform in all
conditions, including Ireland's largest
outdoor events.

Reusable Systems

Invest in quality hardware that can be
reused across multiple events with fresh
printed graphics each time.



Why Choose McGowans Print for Your
Exhibition Graphics?

Quality you o
Can t r u St Fast Turnaround Sustainable Options

We work to your deadlines FSC certified and recyclable

With decades of experience in exhibition print, we materials

Expert Guidance

understand the importance of getting it right first time.
Your brand deserves nothing less than perfection.

From brief to delivery

Visit our exhibition portfolio: mcgowansprint.com/our-portfolio/exhibition/



https://mcgowansprint.com/our-portfolio/exhibition/

Get in Touch with McGowans Print

Ready to start planning your next exhibition? Our team is here to help you create print-perfect graphics that make an impact.

Email Us Call Us Visit Our Website
hello@mcgowansprint.com +353 (0)1 410 6700 mcgowansprint.com
Find Us

Unit 3 IDA Industrial Park, Poppintree, Dublin D11 EPR2

Download from McGowans Print's valuable resources for exhibition success.
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