TIPS ON EXHIBITING AT FAIRS 

presentation by Milly Moore
Before the event

SHOUT ABOUT IT !

· Send out press releases to local and specific national press

· Mail / email / text / twitter / Facebook invitations 

PLAN 

· Read through all the pre-show information provided by the venue
· work out how to get there, how long it will take, where you will park, will         you need to pay for parking ?

· Arrange your accommodation, if required
· Plan your display
decide on stock ranges and how these will be displayed 

aim for lightweight, simple to transport / construct display materials and stands
· Make sure you have practised setting up any display  equipment before the show, and that it is suitable for the size, weight and number of objects you will exhibiting, and will fit into the space provided.
· Consider exhibition requirements – wall space / table top / own units?

· How will you transport your display ? how far do you need to move things at the venue? do you need help? Wheels?

· Decide on pricing and make up price tags in advance
· Organise your publicity material to use at the event
this may include:

 2 price lists - one trade, one retail 

postcards, brochures, artist cv, statement, cd rom of images 

· Get any electrical equipment PAT tested and bring the certificate to the show
· Write a list of everything you will need at the event

this may include:

stock 

price lists (retail and trade)
promotional material - postcards, artist statement, CD etc

display materials - shelving, showcases, other display

membership of professional bodies eg Design Factory plaque
awards received
press clippings

photographs / portfolio / commissions
lighting, extension cable (PAT tested)

spare light bulbs

stickers to indicate sold or reserved stock items 

packaging eg bubble wrap, tissue paper, 
pen and paper

calculator

scissors

tack

tape

hammer and nails

ring sizer (jewellers)
float (£50 usually sufficient £30 change and 4x £5 notes)

notebook for customer addresses

customer comments book

notebook for yourself

receipts book

your food and drink

 ….. this is not an exhaustive list …..!
At the event

Setting up 

· Arrive in good time for a stress-free set up. You will need to be fully set up and ready when the doors open. Allow for delays.
· Remember stand etiquette – don’t hog all the power points or allow parts of your display to encroach on access areas or your neighbour.

-   Acquaint yourself with the building, facilities and staff.
-   Find out what payment options are available at the event (some venues may participate in the OWN ART interest free loan scheme and/or take credit card payments for you)
During the event 

· Text / twitter / email / Facebook reminders on the day

· Arrive at least 30 minutes before the exhibition opens so that you are ready for customers 
· High value items and Insurance. The venue cannot cover loss or theft under their insurance so it may be worth taking high value items away with you when leaving the premises, or take out your own insurance cover for the show.
· Consider your brand. This should come across through your work, the way it is displayed and presented, and also the way that you present yourself.  eg Is your work wearable?  Carry themes into artwork and promotional material too.
· Greet customers at your stand. If you establish dialogue take the opportunity to talk about your work - materials, techniques, etc. Some people only want to look, but many are interested in the arts and people will be interested to talk and to learn about you and your work. They will also be more likely to buy if you can give them some background and show an interest in them!
Note, it’s great to network and chat with fellow exhibitors but remember to concentrate on your customers and don’t stand in front of other people’s display.
· Indicate whether or not people are allowed to touch and pick up your work
· Give customers your details so that they remember you and invite them to give you their details so that you can add them to your database in order to contact them about your work and future exhibitions

· Give an artist statement with each purchase your artist statement is your opportunity to sell yourself during and after the event too. Make it interesting and concise. Consider what is unique about you and your work, inspirations, techniques, materials used.
· Do not leave your stand unattended during the event - important for security and to make a good impression to buyers. It is often possible to arrange for your neighbour to watch things while you nip to the loo, but don't ask them to cover a lunch hour - its not fair, especially if they are busy dealing with customers
· If you have arranged lunch cover with a friend, make sure that they know your work, prices and how to pay and that you are contactable in the event of a query
· Keep your stand tidy and free of clutter - people using tables should find storage underneath.
Some venues may provide additional storage on site.
· Make sure that all work is priced clearly – unclear pricing can be a barrier to a sale
· Avoid putting food and drink on the table coverings and avoid eating at your stand
· Be wary of taking things off display or putting things to one side for a customer who will return later or the next day. If you agree to this, take a deposit and agree a short time to keep the piece in reserve. Or take a commission and make another for the customer who is unable to buy now

· Show any press coverage and awards you have received on your stand

-    Give a special show offer as an incentive to buy eg 10% discount at the buyers preview 

Pricing

· Work out your trade and retail price in advance many retail events attract trade buyers who may be looking for new work for their shop or gallery. If you wish to deal with trade enquiries, a separate price list / trade pack is useful. (make sure that you check trade status)

· Make sure that you are selling your work at retail price, especially if you sell work through galleries

The usual retail mark up is 100%

If you are giving a special price discount for the show, make this clear - it is very off putting for galleries and customers alike to see the same work at different prices in different places and this may lead to conflict with important contacts

Taking commissions 

· Many customers will ask for  work to be commissioned
Make sure that the design and specifications are clear to both you and the customer to avoid confusion later on 

(If the customer wants something that is very different to your usual work and style it may be better to say no to the commission)

  Give specifications, sketches and delivery date to customer  

Agree on price and take payment of at least 50% up front

    For orders take 100 % up front
After the event
· Send out thankyous where appropriate (e.g. press)

· Update your customer database

· Follow up leads

· Confirm commissions and orders in writing
