
Trade Show Exhibit Summary Report 

Date: [Insert Date] 

Prepared By: [Your Name] 

Company Name: [Your Company] 

1. Overview 

[Provide a brief overview of the trade show, including location, dates, and objectives.] 

2. Exhibit Details 

Booth Number: [Insert Booth Number] 

Size of the Booth: [Insert Size] 

Exhibit Theme: [Insert Theme] 

3. Objectives 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

4. Key Highlights 

[Summarize key highlights from the event, such as important meetings, new contacts made, and 

significant interactions.] 

5. Results 

Leads Generated: [Number of Leads] 

Follow-Up Actions: [Describe any follow-up actions to be taken.] 

6. Budget Summary 

[Provide a summary of the budget, including total costs and any discrepancies.] 

7. Conclusion 



[Provide final thoughts on the trade show and its impact on your business.] 

8. Appendix 

[Include any additional information, such as promotional materials, attendee feedback, etc.] 

Thank you for your attention. 


