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Introduction
Introduce the report and the activity, remember that someone else may be reading your report in the future who isn’t familiar with why the report has been written.

This post activity report is written to document the tradeshow “Australian IT 2010” held on 21 March 2010 and attended by MyBusiness.

Background
This is where you would explain why you’re doing the activity, what you want to achieve from it, and any lessons you’re using from previous post activity reports.  This last bit helps you evaluate things that continue to work.

MyBusiness had finished development of widget5000 and wanted to launch the new product into the marketplace.  

The Tradeshow Australian IT 2010 was a good platform to use as it would bring relevant buyers from around Australia to one location, and the location was in the same city as our head office which would facilitate setting up the event.


Preparation
In the preparation section, write about the lead up to the activity.  Keeping brief, put as much detail as possible, including contact details of people you worked with.  Attach quotes and emails as annexes to the document so they don’t break the flow.

The lead up to the event was mapped out using mind map techniques and two main tasks became evident.  John would look after the design of the event booth and Paul would manage the marketing materiel and demonstrations of widget5000.

John decided to go with a simple trade show setup with printed posters to reduce costs.  Attendees would wear poloshirts with MyBusiness logo embroided.  Poloshirts were bought from MyPromotionsCompany and posters were printed at MyPrinters.

Paul arranged for 10 widget5000 units to be built and designed flyers and promotional materiel for the event.

Conduct
Here is where you would write about how you conducted the actual activity.  For a tradeshow it could be a narrative of the days events.

The trade show was very busy. We estimate that 1,000 people walked through our stall however only 123 leads were generated and 34 sales made on the spot.  More staff would have helped capture more leads as we found we were unable to talk to everyone and prospective buyers were walking away unattended to.  

Having the widget5000 on display was very successful, all the leads had a chance to play with the product and became excited by it.  10 widget5000 units on display was a good number.

The posters were a disaster as they never stayed up.  The stand next to us had some digital signs which looked much more professional.

Standing up all day was also hard, would suggest getting some chairs for next time.

Post conduct
Post conduct is just as important as the conduct itself.  Write how long it took you to contact all your new leads and the response you got.

It took us 4 weeks to call up each of the 123 leads.  Most of them were not interested in buying.  Would be better next time to qualify prospects at the show before adding them to our contact list.

Costs
Include a mini budget of the event.  This will help with future budget estimates.  Also include an calculation of the cost per lead (total cost divided by number of leads) and the cost per sale (total cost divided by number of sales).  These metrics are powerful to evaluate the success of the activity.

Stand Hire:	$4,000
Poster Print: 	$300
Flyer Print: 	$500
T-Shirts:	$150
Transport:	$400

Total:		$4,350

Cost per lead: $35
Cost per sale:	$128

Summary
Take out the 3 or 4 key messages, the things you must absolutely do and avoid next time and put these in the summary.
 
Overall the event was a success, we got 34 sales and many more prospects. 

Things to do again:

Having product on demonstration is a must.

Poloshirts looked great and gave a good corporate look

Things to do better:

Need to avoid using posters, they fell down and looked tacky. All the other stalls had digital signs which looked much better.

Need to hire some more people to help us at the show to deal with demand.

Bring some chairs or stools next time.
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