Marketing Events Check List

Show Name _______________________________________Show Date _____________

Show Location ___________________________________________________________

Marketing Representative Lead ______________________________________________

Marketing Representative Backup ____________________________________________


Other Staff _________________________


_______________________


       CTT





OPC

Tool Box

Permanent Black Marker _____ Extension Cords____ Return Shipping Labels ____ 

Power Strip ____Wire Cutters_____ Velcro Tape (both sides) _____ Packing Tape _____ 

Hammer/Screw Driver _____ Measuring Tape _____

Digital Camera _____Poster/Easels __________________________________________

Graphic Display _________________________________________________________

Layout with directions for setup _____________

GSFC Telephone Book _____

Handout Material

TOAS_____
  Spinoff _____    TCO Annual Report _____    NASA Tech Brief _____

Other (List) ____________________________________________________________

Laptop Computer ______________ MAC _____
PC _____

· Check ahead for modem vs. Ethernet on site ___________

· Is computer set up for proper internet access ______

· CD ROM drive ________

· Correct power cord ________

· Required software loaded __________

· Dial-up protocols _________(if GSFC access required)

Return shipping company name, contact name, and telephone number 

________________________________________________________________________

________________________________________________________________________

