
Plan ahead for stress-free event merchandise
ordering
Ordering branded merchandise for an event often feels like a last-minute scramble. Logos need
approving, designs need printing, and stock needs shipping - all before the doors open. With a
clear timeline and a few practical checks, it is possible to get everything in place without the
panic.

The key is working backwards from your event date. Start by setting a hard deadline for when
every item must be on site. Then factor in production time, shipping, and a buffer for delays. A
sensible rule is to begin the process at least six weeks before the event. That window gives you
room to compare options, approve samples, and handle any hiccups. Bulk Branded

Start with a clear brief
Before you contact any supplier, know exactly what you need. List every item you want to brand
- drinkware, clothing, bags, pens, or other event products - and the quantity for each. Be
specific about the style, colour, and size range. Vague requests lead to delays when the
supplier has to ask for clarification.

Think about the audience for each item. A giveaway pen for a conference hall might be
different from a hoodie for staff working outdoors. Consider the message each product sends.
A premium stainless steel bottle says something different from a disposable plastic one. Your
brief should reflect the impression you want to leave.

Check artwork requirements early
Every supplier has its own rules for artwork files. Some want vector files, others accept high-
resolution PDFs or PNGs. Colour matching also varies. If your brand uses a specific Pantone
colour, provide that reference in the artwork. Do not assume the supplier will guess the shade
from a screen image.
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Send your artwork early in the process. Ask for a digital proof before anything goes into
production. Check the proof carefully: logo position, size, colour, and any text. A mistake on the
proof is much easier to fix than a mistake on a thousand printed mugs. If you are unsure about
any detail, ask the supplier to explain it. Most suppliers, including Bulk Branded, offer a
proofing step that catches issues before they become costly.

https://bulkbranded.co.uk/


Order samples before the full run
For any item you have not ordered before, request a physical sample. A digital proof shows the
design, but it does not show the feel of the fabric, the weight of the bottle, or the print quality
on the actual material. Samples take time to arrive, so factor that into your schedule.

When the sample arrives, test it. Wash the t-shirt if it is for staff who will wear it repeatedly. Fill
the bottle with hot water to check insulation. Write on the pen to see how the ink flows. If the
sample fails any of these tests, you have time to choose a different product or a different print
method. Skipping this step risks ending up with merchandise that does not meet your
standards.

Confirm the production timeline
Once the design and product are settled, ask for a confirmed production timeline. This should
include the date your artwork must be final, the production start date, and the estimated
completion date. Also confirm the shipping method and estimated delivery date. If the supplier
offers multiple shipping options, choose one that leaves a few days of buffer before the event.

Keep in mind that production times vary by product and print method. Embroidery takes longer
than screen printing for some items. Personalised drinkware may require additional steps like
wrapping or etching. Ask the supplier for the typical turnaround for your specific combination
of product and decoration.

Communicate clearly with your supplier
Good communication prevents most ordering problems. Provide a single point of contact from
your side who can make decisions quickly. If the supplier needs approval on a colour change or
a stock issue, that person should be reachable. Delays often happen when approvals bounce
between several people.
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When you place the order, confirm all the details in writing: product codes, quantities,
decoration method, artwork files, and delivery address. Ask the supplier to confirm back. This
double-check catches simple mistakes like a wrong address or a misunderstood quantity.

Suppliers like Bulk Branded handle high volumes of event merchandise and can advise on
realistic timelines. If you are unsure how long a particular item will take, ask before you commit
to the order. A quick conversation can save you from discovering later that the production time
does not fit your schedule.



Plan for delivery and on-site handling
Arrange delivery to the event venue or to your office if you need to repackage items. Check
whether the venue has a loading dock, a receiving area, and someone to sign for parcels. If the
merchandise arrives a few days early, make sure there is secure storage so nothing goes
missing.

Consider the packaging. Bulk items often arrive in large boxes that are not easy to hand out. If
you plan to give items away at a booth, you may need to repackage them into smaller packs.
Factor in the time and labour for that step. Similarly, if items need assembling - like putting lids
on bottles or attaching lanyards to badges - allow time for that before the event starts.

Build in a buffer for the unexpected
No matter how carefully you plan, things can go wrong. A shipment might be delayed at
customs. A print run might have a colour issue that requires a reprint. A product might go out
of stock after you place the order. A buffer of a week or two between the expected delivery
date and the event gives you room to solve these problems without cancelling the event.

If you are ordering multiple products, stagger the orders so that the most time-sensitive items
start first. Drinkware and clothing often take longer than pens or bags. By ordering the longer-
lead items first, you can use the extra time to refine the details on the faster products.
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Review and confirm before the final go-ahead
Before you give the final approval for production, do one last review. Check the quantities
against your event registration numbers or expected attendance. If you are ordering staff
uniforms, confirm that everyone has submitted their correct size. For giveaways, consider
whether you have enough for all attendees plus a small reserve for late registrations.

Verify that the delivery address is correct and that someone will be there to receive the
shipment. If the supplier offers tracking, request it. Tracking lets you see if the shipment is on
schedule and gives you time to adjust if it is delayed.

Ordering event merchandise under a deadline is manageable when you break it into clear
steps. Start early, communicate clearly, and always leave room for the unexpected. With a
structured approach, you can get the right products, with the right branding, delivered on time
for a smooth event.



Bulk Branded on social media LinkedIn Facebook
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