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Introduction 

People o f ever y wal k o f lif e usual l y lik e lookin g a t exhib i t s . 
They a r e intr igue d t o kno w wha t othe r peopl e do , pa r t i cu la r l y 
if th e informatio n i s supplie d i n a n a t t rac t iv e styl e an d i n 
comfortable su r round ings . T h e r e i s , i n effect , a  captiv e 
audience tha t wil l com e along , bu t i t wil l no t sta y lon g i f th e 
organizat ion i s poor , th e exhibit s d o no t conve y informatio n 
c lea r ly an d in te res t ing ly . Th e ai m o f th e exhibitio n o r ope n 
day wil l a ls o b e los t i f th e audienc e goe s awa y wit h incomplet e 
information o r wit h a  misunders too d conception . 

From th e s t a r t , i t mus t b e quit e c l ea r i n th e o r g a n i z e r s ' min d 
what i s th e purpos e o f th e exhibit ion ; 
a . T o enlighte n th e genera l publi c abou t th e Organiza t ion ' s 

ac t iv i t ies i . e . t o b rea k dow n b a r r i e r s o f ignorance ? 
b . T o facili tat e th e exchang e o f informatio n betwee n 

sc ien t i s t s? 
c . T o promot e a  p roduc t , a  p r o c e s s , o r th e Organizat io n 

itself? 

The purpos e wil l i n th e mai n gover n th e typ e t o b e p r e s e n t e d . 
T h e r e a r e broadl y fou r mai n t ypes : 

1. Exhibitio n fo r th e publi c i n genera l 
This ha s th e advantag e tha t thi s typ e ca n b e geare d 
towards a  specifi c geographica l a r e a , ther e i s mor e 
scope fo r graphi c des ign , an d l e s s detai l t o b e conveyed . 

2 . Scientifi c exhibitio n o f a  spec ia l i se d kind , bu t coverin g 
a va r ie t y o f subject s 
Conversazione b y profess iona l assoc ia t ion s fal l int o thi s 
type . I t ha s th e advantag e tha t expe r t s com e t o i t wh o 
a r e quic k t o apprec ia t e th e fine r point s o f wha t i s bein g 
shown. 

3 . Exhibitio n a t a  hig h technica l leve l bu t concerne d wit h 
one pa r t i cu l a r fiel d e . g . measuremen t instrumentat ion , 
insect pes t contro l i n coffee . 
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The advantag e he r e i s tha t th e v i s i t o r s a r e a l read y 
general ly conversan t wit h th e subjec t mat te r an d t h e r e -
fore likel y t o b e recep t iv e o f ne w idea s d i rec te d t o them . 

4 . Exhibitio n concerne d wit h on e pa r t i cu l a r t rad e o r 
sec tor e . g . t ex t i l e s , g l a s s , coffe e p r o c e s s i n g , rang e 
management. Th e advantag e o f thi s typ e i s tha t th e 
v i s i t o r s hav e com e t o l e a r n somethin g o f advantag e t o 
them. 

In th e ea r l y plannin g p h a s e , t h e r e f o r e , w e nee d t o as k 
o u r s e l v e s : 

- Wha t d o w e hav e t o say ? 
- T o who m a r e w e sayin g it ? 
- Wha t i s th e bes t wa y o f sayin g it ? 

In visua l t e r m s , th e purpos e o f an y exhibit ion , ope n da y o r 
display i s t o conve y informatio n i n a  t h re e dimensiona l p lane . 
The incorpora t io n o f th e th i r d dimension , supporte d b y two -
dimensional method s o f graphi c an d visua l imager y an d th e 
pr inted word , demand s tha t no t onl y mus t th e las t tw o method s 
be modifie d fo r th e p u r p o s e , bu t tha t a l s o a  metho d b e devise d 
of p resen t in g s t a t i c , semi-s ta t i c an d sometime s mobil e 
exhibits t o a  mobil e aud ience . 

With th e introductio n o f thi s th i r d dimensio n togethe r wit h 
mobile an d s ta t i c e lements , t he r e i s adde d th e fac tor s o f 
space , i n whic h th e exhibit s a r e containe d an d i n whic h the y 
can b e observe d (whic h a l s o hav e eas y a c c e s s ) , an d tim e i n 
which th e exhibit s ca n b e comfortabl y viewed . 

The succes s o f communicatio n i s dependen t upo n th e manne r 
in whic h thes e element s a r e conceived , designe d an d implem -
ented withi n th e accommodation , scop e o f audienc e an d 
financial l imi ta t ions . 

The huma n facto r 

In th e plannin g s t age , i t mus t b e born e i n min d tha t a  displa y 
s t ruc tu re need s t o p o s s e s s tw o es sen t i a l p r o p e r t i e s . I t 
must hav e th e capaci t y o f t ransmit t in g informatio n quickl y 
and efficiently , an d i t b e so  cons t ruc te d tha t t he r e i s eas y 
a c c e s s an d l i t t l e in te r fe renc e t o th e fre e flo w o f v i s i t o r s , 
avoiding congestio n an d confusion . 

Fo r th e physica l movemen t o f people , s eve ra l fac tor s mus t 
be take n int o cons idera t ion : 
1. Th e var iou s physica l c h a r a c t e r i s t i c s an d intel lectua l 

level o f th e v i s i t o r s . Thes e wil l determin e th e degre e 
and for m o f explanatio n r e q u i r e d , th e amoun t o f spac e 
and tim e n e c e s s a r y t o unders tan d th e messag e bein g 
conveyed befor e movin g o n t o th e nex t d i sp lay . 

2 . Th e individualis t i c na tur e o f peopl e i n the i r r e spons e t o 
different form s o f d isp lay s an d the i r subjec t ma t t e r . 

3 . Genera l inquis i t ivenes s o f huma n being s whic h affect s 
both th e provis io n o f support in g information , e i the r 
verba l o r v i sua l , an d th e secur i t y o f th e exhib i t s . 
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A guid e t o th e physica l a r e a requ i rement s ca n b e gaine d fro m 
work don e i n th e Unite d S ta te s b y Henr y Dreyfu s s  i n hi s chec k 
l is t o f huma n dimension s fo r th e workin g p e r s o n . Althoug h thi s 
was pr imar i l y r e s e a r c h e d fo r us e i n th e desig n o f contro l 
panels an d ergonomi e pr inc ip le s behin d th e typ e o f movemen t 
r equ i r ed fo r th e successfu l operat io n o f suc h p a n e l s , ce r ta i n 
of th e dimension s give n wil l b e usefu l i n th e desig n of  d i sp lays , 
exhibition s tand s e t c . 

S tandard displa y heigh t ( s tand) : 36" 
S tandard minimu m widt h o f c o r r i d o r s : 21"-24 " fo r 1  ma n 

48" -54" fo r 2  me n 
108"-120" fo r 3  me n 

Ramps: 1 0 slop e i s optimu m 

Headroom: Allo w 10 % over th e averag e heigh t o f 
ethnic group s usin g fac i l i t i es . 

Visual angle : Allo w 50 o abov e an d 70 o belo w th e averag e 
eye leve l fo r visua l angl e withou t hea d 
movement. 
Allow 3 0 e i the r sid e o f th e cen t ra l sigh t lin e 
for hor izonta l visio n withou t hea d movement . 

Reach r a d i u s : Allo w 4 '0 " fro m secur i t y b a r r i e r t o exhibit , 
even mor e i f th e exhibi t i s cons idere d a  ta rge t 
for thef t o r damage . 

This informatio n i s no t complet e bu t shoul d ac t a s a  guid e t o 
the typ e o f informatio n tha t i s r equ i r e d i n r e g a r d t o huma n 
dimensions i n th e routin g o f peopl e i n limite d s p a c e s , th e 
building o f s t r u c t u r e s t o b e use d fo r pa r t i cu la r function s an d 
the provis io n o f s ecu r i ty . 

The presenta t io n o f exhibit s withi n th e displa y a r ea ( s ) ha s t o 
take int o accoun t no t onl y thes e physica l f ac to r s , bu t a ls o 
the na tura l inquis i t ivenes s o f huma n bein g i n e i the r th e ques t 
for informatio n o r th e novelt y o f seein g o r usin g a  piec e o f 
equipment. An y ite m tha t i s o f a  manipulativ e na tur e o r tha t 
has manipulativ e p a r t s suc h a s keyboa rds , contro l o r ac t iv -
ating but tons , switche s o r l e v e r s o r thos e whic h a r e nois e o r 
light makin g a r e al l l iabl e t o e i the r caus e congestio n aroun d 
the i r displa y a r ea ( s ) o r p re sen t problem s b y the i r l iabili t y t o 
theft, b r e a k a g e , o r caus e o f accident s t o th e u s e r , al l o f 
which des t ro y th e effect ivenes s o f communication . Congest -
ion a ls o mus t b e expecte d i n an y a r e a i n whic h films , 
demonstra t ions e i the r visua l o r phys ica l , a r e takin g plac e o r 
at whic h film , T V o r Radi o in terview s a r e bein g held . 
Knowledge a s t o th e typ e o f v i s i to r i s usefu l i n plannin g bot h 
a c c e s s an d displa y a r e a s an d takin g th e n e c e s s a r y s tep s i n 
providing cer ta i n specia l displa y o r secur i t y f ea tu re s . 

Movement 

Init ial ly, th e manne r i n whic h th e flo w o f v i s i to r s take s 
place i s determine d b y th e exhibit ion/exhibi t p lanner , an d 
the succes s a t whic h i t i s implemente d i n p rac t i c e i s 
dependent upo n hi s o r he r abilit y t o estimat e (1 ) th e numbe r 
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of v i s i t o r s a t an y on e displa y a r e a a t an y one  t ime , (2 ) the i r 
physical an d tim e r equ i r emen t s , (3 ) th e ra t iona l sequenc e o f 
p resen ted informatio n an d (4- ) th e manne r i n whic h i t i s 
actually p r e s e n t e d . 

To hel p i n th e plannin g o f a n exhibi t ion , i t i s f i rs t n e c e s s a r y 
to obtai n a  groun d pla n o f th e tota l a r e a i n whic h th e exhibi t -
ion i s t o tak e plac e an d th e individua l displa y a r e a s 
a l loca ted . I f th e exhibitio n i s t o b e containe d i n th e norma l 
working environmen t ( r e s e a r c h o r t ra in in g establ ishment ) i t 
is mor e importan t t o mak e su r e tha t bot h th e displa y a r e a s an d 
the flo w o f v i s i t o r s a r e planne d i n g r e a t e r detai l tha n i f work -
ing i n a  completel y ope n a r e a o r i f on e i s designin g thes e 
a r e a s fo r th e specifi c purpos e o f th e exhibi t ion . Th e r ea so n 
for thi s i s i n th e fac t tha t t he r e i s a  g r e a t e r chanc e o f havin g 
to adap t a n exist in g a r e a , usual l y use d fo r mor e sedentar y 
u s e s tha n fo r allowin g a  l a rg e numbe r o f peopl e t o move , s top , 
observe an d mov e on  wit h th e minimu m o f effor t an d confusion . 
I r r e g u l a r shape d room s a t th e en d o f n a r r o w , dar k c o r r i d o r s 
and containin g fixe d l abora to r y benche s a r e no t th e bes t 
venues fo r d isplay s o r exhib i t s , bu t n e v e r t h e l e s s p r e sen t 
the typ e o f proble m tha t ha s t o b e solve d b y th e p l anne r . 

An exhibitio n planne d fo r ou t -of -door s ca n b e a  d i s a s t e r i f 
during th e middl e o f th e da y t o r r en t i a l r a i n se t s in , an d the r e 
is n o provis io n mad e fo r a l te rna t iv e fac i l i t i e s . Carefu l 
planning ca n avoi d thi s an d a ls o provid e fo r th e safe , s a t i s -
factory movemen t o f peopl e e i the r a t the i r l e i su r e o r has tene d 
by a n unexpecte d event . 

The questio n o f movemen t i s no t n e c e s s a r i l y confine d t o th e 
exhibition a r e a s only . V i s i t o r s hav e t o a r r i v e an d depar t 
the s i t e . Som e wil l com e b y foot , o the r s b y publi c t r an spo r t 
and o the r s b y pr iva t e c a r , s o de ta i l s o f genera l a c c e s s fo r 
all thes e mus t b e planned . 

Display 

The prim e cons idera t io n i n displa y i s t o p r e sen t th e fact s a s 
they appea r an d i n th e bes t poss ib l e manner . Thes e fact s 
may b e r e p r e s e n t e d a s th e complet e object , a s pa r t o f th e 
object , a s a  collect io n o f whol e object s o r a  collectio n o f 
p a r t s o f ob jec t s . The y ma y involv e movemen t o r a  s e r i e s 
of movement s o r hav e t o b e expose d fro m posi t ion s normall y 
hidden fro m vie w i n e i the r a  s tat i c o r mobil e s i tuat ion . Th e 
facts coul d a ls o b e see n a s graphi c in te rp re ta t ion s o f funct -
ions i n th e for m o f film , s l ide , diagra m o r photograp h 
supported b y spoke n o r v isua l commentary . 

In plannin g th e displa y a spec t , s eve ra l ma t t e r s mus t b e 
cons idered 
1. Doe s th e objec t p r e s e n t al l th e fact s i n i tself ? If  i t d o e s , 

what i s th e bes t wa y t o sho w th e complet e object ? I f i t 
doesn ' t , wha t mus t b e don e i n o r d e r tha t thes e fact s ma y 
be p resen ted ? 
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2 . Doe s an y objec t r equ i r e additiona l suppor t mater ia l i n 
o r d e r tha t th e fact s ma y b e p resen te d fully ? Fo r 
example, a  compute r coul d b e see n a s a  workin g objec t 
but th e fact s o r functionar y p r o c e s s sti l l remain s hidde n 
i . e . e l e c t r o n i c s . I n thi s c a s e , supportin g mater ia l i n 
the for m o f d iagram s o r workin g model s ma y b e r equ i re d 
in o r d e r tha t th e functio n ca n b e explained . 

3 . Doe s th e objec t r e l y upo n a  sequenc e i n i t s function ? I f 
it doe s the n thi s sequenc e ma y hav e t o b e worke d ou t an d 
displayed accord ingly . 

4 . Wha t sor t o f appea l doe s th e objec t have ? Th e fac t tha t 
a televisio n camer a ma y hav e a  g r e a t e r crow d appea l tha n 
a cemen t mixer , especia l l y i f i t i s i n opera t ion , d ic ta te s 
that specia l displa y fac i l i t i es , a s wel l a s displa y a r e a 
will hav e t o b e provided . 

5 . Migh t th e objec t hav e to o muc h crow d appea l whic h migh t 
r equ i r e ex t r a o r mor e r ig i d secur i t y measu re s ? 

6 . Wha t spac e an d l ight ing,natura l o r a r t i f i c ia l , i s 
avai lable? an d 

7 . Th e amoun t o f tim e allowe d fo r th e p repara t io n o f displa y 
i tems, whic h migh t includ e objec t modification , mode l 
making, supportin g mater ia l p repa ra t io n an d displa y 
assembly . 

The norma l physica l requi rement s o f d is tanc e an d heigh t o f 
viewing mus t a ls o b e take n int o accoun t togethe r wit h th e 
previously mentione d objec t s i z e , appea l , functio n availabl e 
display a r ea ( s ) an d lightin g condi t ions , e i the r na tura l o r 
a r t i f i c i a l . 

In outdoo r si tuation s the r e i s a  dange r tha t th e objec t o f 
display i s see n agains t conflictin g o r confusin g backgrounds . 
This ca n b e avoide d b y th e construct io n an d us e o f s c r e e n s . 

Captions use d i n conjunctio n wit h th e displa y mus t b e v i s ib l e , 
legible an d comprehens ib le , an d onl y contai n enoug h inform -
ation t o b e o f valu e t o th e v i ewer . 

Colour 

The us e o f colou r i n th e displa y mus t b e control le d b y th e 
object . I f th e objec t i tsel f i s highl y co loured , o r contain s 
a s ingle , s t ron g co lour , the n i t s surroundin g displa y colou r 
must b e neu t ra l o r whi te . I f o n th e othe r hand , th e objec t 
contains l i t t l e o r no  co lour , the n a  s t ron g colou r a s a  back -
ground woul d projec t th e objec t a s a  foca l point . 

Be carefu l o f usin g tw o s t ron g colour s toge ther . Red , whe n 
used wit h g ree n o r blu e tend s t o giv e a  ' jazz ' effec t aroun d 
the edges , an d un les s thi s wer e planned , coul d hav e a 
detr imental effec t o n th e displa y a s a  whole . Fo r th e 
r e v e r s e r e a s o n s , avoi d usin g wea k c o l o u r s . Whit e an d 
yellow merg e a s one , an d th e l ighte r shade s o f othe r co lou r s , 
when use d wit h whit e p resen t a  neut ra l effect , sa t isfactor y 
if a  backgroun d i s r e q u i r e d , bu t shoul d no t b e cons idere d fo r 
the presenta t io n o f graphi c images . 
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Certa in c o l o u r s , un les s the y hav e bee n special l y formulated , 
have th e tendenc y t o fade , especia l l y i n s tron g sunlight . Th e 
ability o f colou r t o withstan d thi s i s cal le d 'Ligh t F a s t n e s s ' 
and mos t pain t an d pr int in g in k manufac turer s ca n giv e th e 
information a s t o th e degre e o f Ligh t F a s t n e s s o f an y o f the i r 
p r o d u c t s . 

Lighting 

The effect ivenes s o f displa y can , whe n th e situatio n a l lows , 
be i nc rease d b y th e manne r i n whic h th e displaye d object s a r e 
l i t . Th e us e o f spotl ight s ca n plac e emphasi s o n ce r ta i n 
a r e a s o f th e d i sp lay , espec ia l l y i f th e a r e a s illuminate d 
p resen t th e onl y lightin g an d a r e see n agains t a  blac k o r dar k 
background. 

Flood lightin g ca n b e ver y effectiv e i n p resen t in g a  tota l a r e a 
of l ight . 

With mos t lightin g system s th e facilit y t o introduc e colou r i s 
offered i n th e for m o f ge l a t ines . 

The ligh t t r ansmiss io n p r o p e r t i e s o f ce r t a i n mater ia l i . e . 
ac ry l ic ( P e r s p e x ) ca n b e use d t o g rea t effec t espec ia l l y i n 
the mor e adventurou s d isplay s wher e t ime , planne d invent -
iveness an d financ e a l low . 

The p r o p e r t i e s o f u l t r a -v io le t lightin g i n totall y darkene d 
si tuat ions allo w fo r th e mor e dramat i c us e o f displa y t ech -
n iques , especia l l y i f th e objec t displaye d lend s itsel f b y 
e i ther i t s mate r ia l o f manufacture , i t s us e o r cons t ruc t ion . 

The bac k project io n o f visua l mater ia l coul d b e th e onl y for m 
of lightin g i n an y on e p a r t i c u l a r a r e a o f th e d i sp lay , an d b y 
so, p lace s a  highe r degre e o f emphasi s o n th e informatio n 
d isplayed. 

Any lightin g manufacture r o r con t rac to r ca n giv e informatio n 
rega rd ing th e p r o p e r t i e s o f an y pa r t i cu l a r lightin g syste m t o 
be use d fo r d i sp lay , provide d tha t yo u hav e cons idere d th e 
functional requ i rement s i n lightin g a s a n in tegra l pa r t o f th e 
communication p r o c e s s . 

Construct ion 

Most displa y s i tuat ion s r e q u i r e som e sor t o f const ruct io n 
e i ther t o ac t a s a  s c r e e n t o sepa ra t e th e displaye d object s o r 
a r e a s fro m poss ib l e d i s t r a c t i o n s , a s a  complet e exhibitio n o r 
display a r e a whic h contain s no t onl y th e displa y bu t a ls o 
recept ion an d r e s t faci l i t ie s o r a s singl e displa y uni t s t o b e 
used withi n th e tota l a r e a . 

The complexit y o f const ruct io n i s governe d b y th e typ e o f 
display r e q u i r e d , th e typ e o f object s t o b e d isplayed , th e 
financial l imitation s alway s encountere d an d th e abili t y o f 
the p l a n n e r s , wh o migh t hav e t o buil d i t . 
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The sit e i n whic h const ruct io n i s t o tak e p l ace , o r b e a  pa r t 
of, i s importan t i n decidin g i t s form , fo r ofte n th e improvisa t -
ion o f exist in g fac i l i t i e s , ma te r i a l s an d spac e i s th e govern -
ing fac tor . 

Any cons t ruc t ion , whethe r i t b e designe d an d produce d 
profess ional ly o r non-profess ional l y mus t b e capabl e o f 
(1) allowin g eas y a c c e s s b y th e v i s i t o r , (2 ) bein g s t ron g 
enough t o withstan d constan t u s e , (3 ) providin g th e n e c e s s a r y 
s ecu r i t y , (4- ) conformin g t o th e n e c e s s a r y safet y an d fir e 
regula t ions tha t ma y b e i n force , (5 ) eas e o f manufactur e an d 
e rec t ion an d (6 ) bein g withi n th e budge t o f th e organis in g body . 

If a n exhibitio n i s a  r egu l a r event , i t ma y b e a n econom y t o 
purchase ready-mad e displa y s c r e e n s o r modula r unit s tha t 
a r e eas y t o e rec t an d s tor e an d flexibl e enoug h t o sui t mos t 
n e e d s , an d woul d a ls o avoi d th e necess i t y o f re - th inkin g an d 
making fo r eac h event . 

If th e displa y i s t o b e t r a n s p o r t e d , i t mus t b e capabl e o f bein g 
assembled an d d i s -as semble d eas i l y an d b e containe d i n s tron g 
c r a t e s fo r t r a v e l . I n th i s c a s e , th e l ightnes s o f construct io n 
is a n advantag e i f th e strengt h facto r ca n b e worke d out . 

Signing an d captionin g 

An a s ai d t o th e smoot h flo w o f v i s i t o r s , i t i s essen t ia l tha t 
both th e signin g an d th e captionin g o f display s i s c l e a r , 
concise an d eas y t o under s t and . 

People mus t kno w th e wa y in , th e wa y roun d an d th e wa y out , 
and b e encourage d b y th e exhibitio n layou t t o confor m t o th e 
ins t ruc t ions displaye d a s s igns . 

Captions shoul d b e o f a  s iz e tha t doe s no t in te r rup t visio n o f 
the displaye d objec t an d contai n enoug h informatio n t o sui t 
the requ i rement s o f th e v iewe r an d b e o f a  type - s i z e tha t i s 
legible fro m a  dis tanc e o f abou t fiv e feet . 

Ready-made le t te r in g ca n b e bough t i n th e for m o f cut-ou t 
l e t t e r s mad e o f c o r k , polys tyren e o r on e o f th e dr y t r ans fe r 
systems tha t r equ i r e l i t t l e p r ac t i c e i n applying . Th e advant -
age o f th re e dimensiona l le t te r in g i s tha t i t ca n b e coloure d 
to sui t th e displa y colou r schem e an d ha s poss ib i l i t i e s wit h 
r e spec t t o ligh t an d shad e whe n use d i n displa y l ighting . 

If c i rcumstance s dictat e tha t yo u mus t produc e you r ow n 
l e t t e r ing , t r y an d choos e a  simpl e 'styl e tha t i s eas y an d 
quick t o dra w an d possibl y cu t -ou t . I f a  propor t ionat e gri d 
is draw n u p o n grap h p a p e r , the n i t i s eas y t o sca le -u p 
le t te r ing o f a  siz e tha t yo u r e q u i r e . Th e finishe d drawing s 
can the n e i the r b e cut-ou t fro m cardboar d o r hardboar d o r 
painted d i rec t l y ont o th e faci a o r displa y pane l . 

Any co lour s chose n mus t b e don e so  wit h a  vie w t o legibi l i ty , 
especia l ly i n th e cas e o f d i rec t iona l o r warnin g s igns , an d 
must b e displaye d i n a  prominen t posi t ion , abov e hea d height , 
but no t to o high . 
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Resea rch don e i n th e desig n o f motorwa y sign s i n th e Unite d 
Kingdom prove d that , con t ra r y t o popula r belief , al l capita l 
l e t t e r s a r e mor e difficul t t o r ea d tha n i f word s s ta r t wit h a 
capital an d us e l o w e r - c a s e fo r th e r e s t o f th e l e t t e r s . I t 
might b e born e i n min d whe n designin g you r s i g n s . 

Planning 

Exhibit ions an d Ope n Day s d o no t jus t happen , an d a r e no t 
merely p re t t y d isplay s an d gimmick y gadge t s . I f exhibition s 
and ope n day s a r e t o achiev e the i r p u r p o s e , a  g rea t dea l o f 
thought mus t a ls o b e d i rec te d a t a n ea r l y stag e t o th e planning . 
Fo r thi s p u r p o s e , a  plannin g committe e shoul d b e convene d 
with va r iou s T a s k F o r c e s delegate d t o dea l wit h specifi c 
a spec t s o f th e planning . 

Fixing th e dat e an d venu e mus t b e th e f i r s t dec i s ion : 

- Wil l th e d e s i r e d audienc e b e l e s s bus y a t tha t time ? 
- I s th e weathe r a t th e tim e sui table ? 
- I s t h e r e a  c l a s h wit h o the r events ? 
- Ca n i t b e fitte d i n wit h o the r event s t o sav e o n t ravel l ing ? 
- Wil l i t b e convenien t fo r a  d igni ta r y t o ope n o r at tend ? 

Planning Tas k F o r c e s shoul d b e forme d t o cove r th e fol low -
ing a s p e c t s : 

F inance 
- t o e n s u r e sufficien t fund s 
- t o budge t fo r th e va r iou s item s o f expendi tur e 
- t o decid e on  d i sbursemen t o f fund s 
- t o accoun t fo r expendi tur e 

Exhibits 
- t o decid e o n them e an d forma t 
- t o decid e o n exhibi tor s 
- t o engag e graphi c d e s i g n e r s an d photographer s 
- t o approv e plan s 
- t o a r r a n g e mannin g o f exhibit s 

Publ icat ions an d Publ ic i t y 
- t o decid e o n advanc e publici t y 
- t o a r r a n g e publicat ion s an d suppor t l i t e r a t u r e 
- t o l i a i s e wit h p r e s s , r ad i o an d te levis io n 
- t o a r r a n g e specia l viewin g fo r publici t y peopl e 
- lape l badge s fo r official s an d v i s i t o r s 
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Site Plannin g 
- t o al locat e spac e fo r exhib i t s , bear in g i n min d th e 

traffic flo w requ i r e d 
- t o ensur e provis io n o f differen t kind s o f faci l i t ie s 

Workshop fo r quic k r e p a i r s 
Cater ing 
Toi le ts 
Car parkin g 
Film showin g 
L e c t u r e s 
F i r s t ai d an d r e s t room s 
Public a d d r e s s system s 
P r e s s a r rangement s 
S e r v i c e s -  Wate r 

E lec t r i c i ty 
Gas 
Telephone 
Secur i ty 

Staffing 
- Guide s a t s t r a teg i c point s 
- Mannin g o f exhibit s an d demonstra t ion s 
- Attendant s a t ca r pa r k 
- Cater in g a r rangement s 
- Centra l Enqui r ie s an d Informatio n des k 

The Plannin g Committe e shoul d a ls o giv e considerat io n t o 
separa te showing s fo r specia l aud iences , suc h a s school -
ch i ld ren , a s wel l a s fo r th e p r e s s an d othe r publicit y agents , 

Farm Walks , Fac to r y Inspec t ions , an d Demonstrat ion s 

Spec ia l problem s a r i s e wit h on - s i t e an d outsid e demonstrat ion s 
and exh ib i t s : 
T r a n s p o r t 

- s t ra w bale s o r g ra i n sack s o n l o r r i e s an d t r a c t o r t r a i l e r s 
- b icycle s 
- coache s 

Displays 
- s turd y an d wea ther -proo f 
- s iz e o f le t te r in g an d graph ic s 

Size o f V i s i t o r s ' Group s 
Public a d d r e s s system s 

- por tab l e type s 
- hand-f re e microphone s 
- quest ion s o r comment s fro m v i s i t o r s 

Al ternat ive o r supplementar y indoo r programme s 
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P r e s s an d publicit y a r rangement s 

The firs t decis io n i s whethe r t o t r y t o in t e res t th e genera l 
public i n you r event . I f th e answe r i s y e s , yo u mus t wor k 
with th e media . Nominat e a  p r e s s office r an d spokesman , 
and kee p hi m full y informe d o f al l p l a n s . H e wil l contac t 
the ed i to r s an d r e p o r t e r s , bot h t o a t t r ac t the i r i n t e r e s t i n 
advance an d t o a s c e r t a i n the i r r e q u i r e m e n t s . 

Journal i s t s a r e bus y people : giv e the m plent y o f no t i ce . 
Journa l i s t s a r e no t spec ia l i s t s i n you r fiel d o f work : hel p 
them t o unders tan d i t , an d t o sympathis e wit h i t . 

T r e a t the m a s valuabl e p a r t n e r s i n a  p r o c e s s o f publi c 
educat ion. Prov id e a s muc h informatio n a s poss ib l e i n 
advance , i f poss ib l e i n wr i t te n form : i f n e c e s s a r y , as k th e 
p r e s s no t t o publis h informatio n unti l a n agree d d a t e . 

Give the m a  chanc e t o as k ques t ions , t o mee t th e peopl e wh o 
take th e d e c i s i o n s . 

Remember, new s mean s ne w th ings : s ta l e new s i s u s e l e s s . 

E n s u r e tha t , i f newspaperme n nee d t e l ephones , t h e r e a r e te l e -
phones :  i f camerame n nee d l i g h t s , tha t t h e r e a r e l ight s :  i f 
r ad io peopl e nee d a  quie t room , a  quie t roo m i s ava i l ab le . 

Always as k th e medi a peopl e wha t the y need , an d d o you r bes t 
for them . The y wil l r e p a y yo u wit h a  fa i r an d accu ra t e s t o r y . 
Your i n t e r e s t s an d th e i n t e r e s t s o f th e medi a a r e th e same : t o 
te l l th e t ru t h c l e a r l y . 

Work wit h th e media , no t agains t them . The y wil l pa y yo u back . 

Working Chec k Lis t 

Type o f event : Exhibitio n 
Open Da y 
Display withi n a  confe rence , exhibitio n etc . 

Theme o f event : Indus t r ia l 
Scientif ic 
Domestic 
Genera l In t e res t 

Space ava i l ab le : Indoor s 
Outdoors 
Both 

Venue: ' In-House ' (A t t ra in in g o r r e s e a r c h 
cen t re e t c . ) 

Trave l l ing (Nationally ) 
Trave l l ing (Internat ional ly ) 
Other 
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Type o f Exhibi t : 

Type o f Audience : 

Feedback: 

S e r v i c e s 

Information: 

Fac i l i t i e s : 

Budget: 

Publici ty: 

L a r g e 
Small 
Demonstra t ive (S ta t ic ) 
Demonstrat ive (Mobile ) 
Audience opera te d 
Mechanical 
E l ec t r i c a l 
Genera l includin g al l o f th e abov e 
Pro fess iona l (i n subjec t o f exhibition ) 
P ro fes s iona l (genera l ) 
Educated 
Non-educated 
Rura l 
Urban 
Genera l 
Is t he r e an y profess iona l /publ i c feedbac k 
from th e exhibitio n r e q u i r e d i n th e for m o f 
gene ra l r e s e a r c h r ega rd in g th e us e o r 
r eac t ion t o th e exh ib i t s , s a l e s information , 
census e tc ? 
Water 
E lec t r i c i ty 
Gas 
Telephone 
Secur i ty 
Is t he r e an y informatio n regard in g 
va r ious o r al l o f th e exhibit s r equ i re d 
to b e mad e avai labl e t o th e public ? 
Is i t intende d t o us e par t o f th e exhibi t 
for en ter ta in in g purpos e o r a s a  P r e s s 
Room? I f s o wha t faci l i t ie s a r e bein g 
offered? 
What i s th e exten t o f th e financia l 
r e s o u r c e s avai lable ? 
P o s t e r s 
Handbills 
P r e s s , Radi o o r T V coverag e o r 

adver t i s ing 
Anticipated number s : L a r g e 

Small 
Unknown 
(This informatio n i s r e q u i r e d fo r th e 

product ion o f cata logue s o r o the r 
informative items ) 

Any spec ia l r equ i remen t no t include d i n th e abov e l i s t mus t b e 
cons ide red i n o r d e r tha t th e fulles t poss ib l e us e i s mad e o f 
planning t ime , financ e an d gene ra l effectivenes s o f th e exhibi -
t ion . 

Bibl iography: Dreyfuss , Henr y (1960 ) Th e measur e o f man . 
Whitney L i b r a r y o f Des ign , Ne w York . 
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