
EXHIBITOR CHECKLIST
Use this checklist to track the main activities, forms, and deadlines to prepare for your 
participation.

FIRST STEPS

☐ Review the Exhibitor Manual

☐ Confirm you have your access credentials

☐ Review the location and dimensions of your booth on the Interactive Floor Plan

☐ Check the Official Show Contractors

☐ Review move-in and move-out hours

☐ Share the Exhibitor Manual with your booth builder or installer

MANDATORY FORMS

☐ Show Directory Listing

☐ Exhibitor Badges

☐ Additional and optional benefits for your booth

☐ Exhibit Builders Registration & Set-up / Teardown Wristbands

☐ Venue Rules and Regulations

☐ Waste Removal During Setup and Teardown

BOOTH AND SERVICES

☐ Request additional and optional booth benefits — July 30, 2026

☐ Register your booth installer and request move-in/move-out wristbands — July 30,
2026

☐ Send booth decoration requirements to ORMEX — July 30, 2026

☐ Request cranes, if applicable — August 24, 2026

☐ Send requirements for double-deck booth construction, if applicable — August 30,
2026

☐ Request additional 110V electrical connections, if applicable — September 1, 2026

☐ Contract services with Expo Guadalajara, if applicable: rigging, internet, cabling,
water, drainage, electricity, etc. — September 1, 2026

☐ Request changes to optional and additional booth benefits — September 4, 2026

BADGES AND ACCESS

☐ Register exhibitor badges — September 4, 2026

☐ Request Badge Scanner App rental, if applicable — September 24, 2026

☐ Obtain the master code to collect all badges — September 27, 2026



MARKETING AND PROMOTION

☐ Request participation as a Host Exhibitor, if applicable — July 31, 2026

☐ Request the New Product Badge, if applicable — July 31, 2026

☐ Request participation in the New Product Theater, if applicable — July 31, 2026

☐ Submit content for the Visitor E-Newsletter, if applicable — August 7, 2026

☐ Take part in the Gifts for Visitors program, if applicable — August 14, 2026

☐ Send Electronic VIP Invitations — September 25, 2026

☐ Review other available promotional tools: Show Preview, E-Newsletters, Official App,
Promoter Partner Program, and sponsorship options

SHIPPING & MATERIAL HANDLING AND RIGGING

☐ Review the SHIPPING AND HAULING section of the Exhibitor Manual

☐ Coordinate merchandise arrival with authorized personnel to receive it

☐ Hire the official logistics provider for international shipments, if applicable

☐ Confirm handling and equipment needed for move-in

☐ Plan merchandise pick-up before move-out closes

BEFORE ARRIVING AT THE VENUE

☐ Confirm move-in hours

☐ Confirm access for exhibitors and installers

☐ Verify staff have the corresponding badges or wristbands

☐ Bring contact information for contracted suppliers

☐ Confirm contracted additional services

☐ Review booth location, number, and dimensions

MOVE-OUT

☐ Coordinate the removal of merchandise and materials

☐ Remove waste according to the established procedure

☐ Vacate the venue before Friday, October 2, 2026 at 8:00 p.m.


