Display Checklist - print this page to help you
	Why
	Request by another group, need more members, opportunity available.

	  

	When
	Date, Time

	  

	Where
	Location - include address and as many specifics as you have, exact location, floor number, closest shop (things to help those attending).

	  

	Location details
	Lighting, display boards, people traffic, power to the site, distractions, etc..

	  

	Type
	Static    Operative    Both

	  

	Target Audience
	Who are you aiming your display at?

	  

	Aim
	What do you hope to get out of the display?

	  

	Brochures
	What brochures are appropriate to the display?? - Adult Members/Guides

	  

	Photos
	Decide what photos you need?

	  

	Words
	Sometimes bright one word titles help with a display - things like fun, adventure, friends, etc....

	  

	Equipment
	You may need to think about, umbrellas, marquees, display boards...

	  

	Roster
	Make up a roster of times for staffing if needed, or for someone to check on your display.

	  

	Advertising
	Organise advertising or flyers is you are organising some sort of activity to go with your display.
You may want to put up flyers to let people know you are there, the display may be part of a bigger event.  Make sure you are named in their brochures.

	  

	Money
	Payment for the site or a float for sales

	  

	Forms
	Make sure you have all of the necessary forms with you.  Certificate of currency, hire agreement, etc.

	  

	Plan
	Draw your plan on the back of this page to keep things together.

	  

	Activity
	What sort of activity will suit your operative display?

	  

	Display Kit
	Scissors, sticky tape, pins, extra paper, velcro, pens, basic tools.


