
Timeline For Building A New Exhibit

While the timeline for designing and building a new exhibit can vary 
greatly (and we’ve been known to work miracles in short time frames) 

planning ahead is critical when preparing for any event. 

To help you out, we’ve put together a general timeline of the steps we 
recommend when it comes to designing and building an exhibit. We 

know the process may seem overwhelming, but don’t worry.  We see 
ourselves as an extension of your team during this process and will 

help guide you every step of the way. 

Goals and Objectives: 9-12 months before the show

Helpful tip: 
Use the Exhibitor’s 

Manual for the show, 
which includes rates to 
help you prepare your 

budget. 
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• Communicate exhibit plans. Is this a one-time event? Or will the exhibit have 
multiple uses? Be sure to include any relevant event details and dates.

• Inform us of your goals and objectives for participating in the tradeshow.
• Introduce the team (who will be working on the project, main point of contact, who 

is in charge of approvals).
• Determine your short-term and long-term needs for this exhibit. Is the exhibit a 

purchase? Rental? Or will exhibit need to be used for other types of both spaces?
• Select exhibit booth space and mark your calendar with deadlines for exhibit booth 

space deposit and balance payments. 
• Develop a key message for the exhibit.
• Decide what products or services you want to display.
• Develop the project's perimeters. What’s the budget, size of the exhibit and 

timeline? 

• Design of structures begins. 
• Development and design of graphics begins.
• Review the initial design of exhibit and request any changes necessary.
• The project is put into production and construction of structures begins.
• Graphic sizes for production are established.
• Review graphic proofs for approval
• Graphics for the project are put into production
• Preview the finished product.

Design and Build: 3-6 months before the show

Helpful tip: 
When making your exhibit plans, think 
through shows you might attend in the 

next year and visit with us about how you 
can get multiple uses out of your exhibit. 

Helpful tip: 
When thinking about your initial 

design, don’t forget to consider the 
position of the exhibit at the venue 

and what the traffic flow will be.
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• Confirm shipping arrangements for exhibit pieces and promotional materials.
• Follow-up before project ships to identify any last-minute changes or additions.
• Confirm shipping arrival dates for your exhibit display and materials.
• Confirm exhibit installation and dismantle schedule.
• Confirm all tasks on timeline up to this point have been handled.

Ease your mind: 1-3 months before the show

• Confirm that all of your exhibit freight has arrived and inspect for damaged.
• Confirm electrical and internet services ordered are in place and working.
• Supervise your exhibit setup or check-in with your booth setup supervisor.

When you’ve arrived

Enjoy the show!
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• Dismantle the exhibit and pack it for shipping.
• Ship the exhibit to Excalibur Exhibits and put into storage.

Post trade show

• Evaluate the pros and cons of the show and include suggested changes for next 
year. What went right? What could have been done better?

• Let us know how it went! 

Follow-up activities
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