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MERRION CENTRE VALENTINE TRADE FAIR 
Saturday 4th February 2012
The Merrion Centre, Merrion Way, Leeds, LS2 8NG
Administrative Details for the Day – please read carefully

· Saturday: Students can arrive from 7.30am to set up tables to be ready to trade 9.00am. 
Trading times are from 9.00am – 5.00pm. [or 4.00 if not busy – unlikely!] 
TABLES CANNOT BE SET UP AFTER 9.00 am.  You must not dismantle the stand before 4 pm without special permission from a LEAP Board Member.
We expect LEAP trading to finish by 5 pm. 
· Delivery: I suggest that you drop off at Merrion Way [north side of Centre] near the Bowling Centre [map attached], but be wary of Traffic Wardens.  
· Tables: The tables provided may vary from 1.20m to 1.80m long and 0.60 to 0.75m wide [4½ to 6ft long  x 2 to 2½ft wide].  Table cloths are not provided. 

· You are encouraged to bring your own backboards.  If you have a problem getting a backboard then an anonymous donor has donated 3 sets to LEAP.  These are available on request. Do not ask for one unless you have a real problem since they are available for the Companies who really need them.
· Please ensure you have a rota/schedule of people to man your tables for the duration of your stay.

· Once you arrive you will be allocated a space.

· There will not be power sockets available, the centre is bright with lots of natural light. 

· Ensure that at the end of the day you put any rubbish in black bin liners and you will be advised where to put these once full.

· Your table must be manned for the whole of your trading time with a maximum of 4 and minimum of 1 at the table at any one time.

· Please be mindful of health and safety requirements when assembling and dismantling. A risk assessment for the Centre will be available to view on the day.
· This Trade Fair forms part of the Marketing at Trade Fairs LEAP Competition.
· We recommend comfortable shoes and although the centre is covered it may be draughty and cold – therefore have some warm clothing.

If you have any queries ahead of the day please email  
Miles Mount  milesmount@yahoo.com
Throughout the day there will be members of the Leeds Enterprise Advisory Programme Board [LEAP] at the event, who will make themselves known to you and help with any queries.
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Judging Criteria - Trade stand and interviews
Stands should show the following:

· Name of the company
· Name of school/college and town
· Name of Enterprise Teacher
· Advisers and their companies
· Product or service presented
· Highlights of sales and financial performance.
· You must have your insurance certificate displayed 
    [download this off the download section of the website].  
At the stand/ the judges will examine the display and interview the company members. Judges may visit the stand as a team or individually.
The stand contents (excluding any provided shell system) should have been produced and funded by the company.

At the Trade fairs your Marketing and Sales skills will also be judged.  See the Judging Matrix for a full list of the parameters the judges use.

Leeds Enterprise Advisory Programme     

Judges’ Score sheet: Marketing at Trade Fairs

Trade Fair ____________  Company Name  ________________  

	Indicators
	Max Points

50% performance

50% understanding
	Marketing at Trade Fairs

	
	max 100
	comment

	1. Enthusiasm
	10
	

	2. Visual appeal
	10
	

	3. Professionalism of staff
	10
	

	4. Promotional material
	10
	

	5. Customer focus & marketing
	10
	

	6. Selling skills
	10
	

	7. Product
	10
	

	8. Following guidelines
	10
	

	9. Team work
	10
	

	10. Knowledge of staff
	10
	

	TOTAL
	Max 100
	


Scores are for judges’ use only, to record their impressions and guide their decision making.  It is not intended that simple scoring should be used to make the judging decision.  Scoring enables the judging panel to settle quickly on a shortlist of potential winning companies.  The final decision on award winners should be made by judges in discussion, to reach consensus and agreement.  Scores should never be revealed to participants or anyone outside the judging panel [or Area Board].

Judge ______________________   Date ____________________
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