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Health Fair Planning


Health Fair Checklist

	
	Timeline
	Activity
	Notes

	 FORMCHECKBOX 

	12-9 months prior
	Schedule the date and location of the fair. Reserve space.
	

	 FORMCHECKBOX 

	Six months prior
	Draft invitation for vendors.
	

	 FORMCHECKBOX 

	Six months prior
	Draft application for vendors.
	

	 FORMCHECKBOX 

	Three months prior
	Create theme.
	

	 FORMCHECKBOX 

	Three months prior
	Compile list of vendors to invite. Consider using broad topic areas to group your vendor list (see Sample Vendor List next page).
	

	 FORMCHECKBOX 

	Two months prior
	Send invitation to vendor list to apply for consideration. Include response deadline.
	

	 FORMCHECKBOX 

	Two months prior
	Coordinate with graphics department for any promotional items. 
	

	 FORMCHECKBOX 

	Two months prior
	Begin promoting event to employees.
	

	 FORMCHECKBOX 

	One month prior
	Confirm approved applicants and communicate with approved vendors.
	

	 FORMCHECKBOX 

	One month prior
	Create paper schema of floor layout and place vendors at areas depending on needs (electrical outlet, table space, equipment needs, etc.). 
	

	 FORMCHECKBOX 

	One month prior
	Secure from facilities any easels, extension cords, microphones, sound systems, etc.
	

	 FORMCHECKBOX 

	Two weeks prior
	Confirm with vendors requirements such as Wi-Fi, cords, easels, etc.
	

	 FORMCHECKBOX 

	One week prior
	Send email reminder to all vendors regarding the event.
	

	 FORMCHECKBOX 

	Day of event
	Layout room or rooms and mark tables with vendor names.
	


Sample Vendor List, by topic area
Massage & Fitness

· Yoga

· Local dance class (swing, ballroom, ballet)

· Reflexology

· Massage/Chair massage
· Tai Chi

· Fitness Clubs
Medical

· Health Plans

· Dental Plans

· Chiropractic

· Natural Medicine

· Women’s Health

· Men’s Health

Nutrition

· Community Supported Agriculture

· Local gardens

· Food Co-operative

· Gluten Intolerance
· Weight Management

Disease Prevention

· NOT ME Diabetes Prevention and Control Programs
· Cancer Awareness

· Get a Flu Shot (depends on time of year)

· Mobile Mammography

· National Alliance on Mental Illness (NAMI)
· Al-Anon Family Group

· Violence Prevention

Healthy Living

· Animal-Assisted Therapy

· Quit For Life (Tobacco Cessation)

· Liberty Mutual

· Employee Assistance

· Local Parks & Recreation

· State Patrol

· Financial Wellness

· Dept of Retirement Systems

· Dept of Financial Institutions

· Dinners Done Right
· Emergency Planning and Management
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