National COMP:
Exhibitor Webinar

What's New. What's Needed. What's Next.

October 15-17, 2024
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Presenter Notes
Presentation Notes
Introduction – Thank you for attending today’s webinar on how to Enhance Your Expo Experience at National COMP. Our goal with this session is to provide you with all of the tools to be successful at the event, October 15-17 in Las Vegas, NV. We are going to start the session with some house keeping items – 

Cory – Q&A
Today’s session is being recorded and will be provided to you along with a copy of the presentation and a Road Map To Success document for your planning. 

Jon’s introduction 


Content

» Welcome and Introduction
» Show Information

» Preparing For The Event
» Event goals and objectives

» Pre-event marketing

» Booth layout and design
» Staffing the Booth

» Enhancing & Detracting from the Experience
» Recap
» Questions?
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Cory -- Slide 2 - 
We are going to cover some important planning topics in today’s webinar.  We are going to start by reviewing some details on key action items and deadlines.
Show Information including deadlines, registration, hours, hotel, etc       
Preparing for the Event
Staffing the Booth which includes Building the Team, Roles & Responsibilities for each team member, Training the team, Expectations and setting goals, Body Language & Dress
Enhancing & Detracting from the Experience
And then, if there is time, can answer some questions.



Show Information
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Presentation Notes
Thank you Jon.  Let’s get down to it


Show Information

Exhibit Hall Hours

Move-in
o Sunday, October 13 @ 10:00 AM - 2:00 PM
Island Booths ONLY
o Sunday, October 13 @ 2:00 PM - 5:00 PM
o Monday, October 14 @ 8:00 AM - 5:00 PM

Show Hours
o Tuesday, October 15 @ 10:00 AM - 5:00 PM
o Wednesday, October 16 @ 9:30 AM - 315 PM

Move-Out
o Wednesday, October 16 @ 3:15 PM - 9:00 PM
o Thursday, October 17 @ 8:00 AM —-11:00 AM
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Show hours, as well as move-in & move-out hours are listed here.
Please make sure you give yourself enough time to setup
All exhibits should be completely installed, with freight ready to pick up by Shepard by 5 PM on Monday
At the end of the show, we all want to get a head start, but Exhibits must NOT be disturbed, dismantled, or be in the process of being removed before 3:15 PM on Wednesday.  Exhibitors dismantling before this time may forfeit their company’s right to exhibit at future meetings. Each exhibitor is required to keep at least one attendant in the booth during ALL official exhibit hall hours.



Show Information

Deadlines

September 11
o Hotel Reservations Discount Deadline

September 16
o Advance Rate
o Submit EAC/COI forms
o Shepard Custom Orders

September 24

o Shepard Booth Furnishings and
Services

o Mandalay Bay Services - electrical,
C?terlng, cleaning, Internet, AV, rigging,
etc

September 30

o Early Bird Deadline to Order Lead
Retrieval
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Here are just a few upcoming deadlines.  These are all listed in the exhibitor kit, as well as in your exhibitor task list within Cvent, which we will discuss shortly.  
Save money and order EARLY!
How much is lead retrival


Show Information
Exhibitor
Registration
Portal

Main exhibitor contacts should have
received an invitation email to Cvent
registration portal

o Register Booth Staff (by October 10)

o Purchase LeadCapture licenses

o Update Exhibitor Profile for Mobile App

Exhibitor Portal Instructions can be
found within your Tasks under the
Need Help? task

o Make sure you mark your tasks
complete
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Main exhibitor contacts should have received an invitation email to the Cvent registration portal
Register Booth Staff (by Oct 10)
Purchase LeadCapture licenses 
Update Exhibitor Profile for Mobile App
Many task can be found under the Tasks Tab on your exhibitor page such as reminders, Exhibitor Portal Instructions under the Need Help?, the exhibitor kit, etc 
Make sure you mark your tasks complete



F Y NATIONAL

L 4 COMP.

) Affiliated with The Institutes

Hi Exhibitor Admin,
Welcome to the 2024 National Comp Exhibitor Portal. We are thrilled to
have you as an exhibitor!

Once you log into your account, you'll be able to perform the following
actions:

* Register and manage members of your onsite team , '
+ Nanage assigned tasks prior to the event ‘ ’ S ‘ ’ a r ‘ e -

* Purchase your LeadCapture licenses - note this can be purchased during
the registration of any of your Premium Exhibitor Passes or Exhibit

Booth Passes 1. Click here to log in and get started!

* Customize Lead Qualification Questions

+ Export lead information from your event

Simply leg in to get started.

Exhibitor Portal Login

After logging in, you can add ancther person to manage your account by
inviting them as a new user. (It's important to note that this invitation is
specific to your email addrass and cannot be used by anyone else.)

eed Help?

Discounted hotel rooms will become available in April. We will notify you
once the rooms are ready to be booked.

Use these links for help in the portal if needed.

Need some extra guidance?

Registration Guide Portal Help Guide Video Tutorial

Click here if you need to modify, transfer, or cancel any of the
attendees you have registered.

Step by Step instructions are linked here. Use the link here pOSt registration of attendees if you need
to make changes.

Check out the links abowve for assistance. If you have questions please

A
contact us at Conferences@Thelnstitutes.org. ( ’ ) Shepard
v

f you no fonger want to receive emails from 2024 National Comp,
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Presentation Notes
This is the invitation email that was sent with links to log in and register or modify an existing registration. (When was it sent)
This email invite was sent to all MAIN CONTACTS per your exhibitor contract.  If someone has not received it, please email conferences@theinstitutes.org

https://exhibitors.cvent.com/login
https://register.wcconference.com/295Yyk?RefId=MODIFY+REGISTRATION

S
Welcome to Your Portal Home Page!

Lluis | Exhibitor Portal

2024 National Comp
Oct15-17. 2024

NATIONAL

Risk & Insurance

S .

B Affiliated with The Institutes

@ Overview
Tasks .
Details
2, Profile
2 Team Exhibitor Profile Exhibitor Tasks

lul Reports

RISK INSURANCE

b Affiliated with The Institutes 0 %

Update your profile for our Mobile App!

Risk & Insurance 0/0 tasks completed

View profile Vicw teiies Recommended to start

!
This is where you HERE!

will find your
included passes!

Booth Staff

0 staff members

Manage the team in charge of running your booth.

View booth staff
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Once you log into the Cvent exhibitor registration portal (not Map Your Show - MYS), you have 3 options  - Exhibitor Tasks, Exhibitor Profile, or Booth staff
To register both booth staff and exhibitor premium passes, click into the booth staff tab
From here, you will be able to register your staff, send them a link to register themselves, or search your specific attendee list to see who is already registered for your company
Due to the allotments dedicated to each exhibitor, you will NOT be able to just “add another registrant”, but must start the process over.  We recommend using an incognito window, or remembering to “log out” from your previous registration will help
Again, we ask that ALL exhibitor registrations are completed by September 15th 


LeadCapture Purchase:

Available on the 2"d page of
registration for any of your
iIncluded passes.

Please connect with your team
before purchasing as to ensure
you are not over purchasing.
Please select the number of
LeadCapture Licenses you
would like to purchase.

Please leave blank if you do
not wish to purchase any
LeadCapture licenses.

CONFERENCE REGISTRATION

: o el

Personal Information Additional ltems Registration Summary Payment

LeadCapture License

Select if you would like to purchase LeadCapture License for your booth.

Please consult with your administrator or team before purchasing a LeadCapture License for your booth to prevent duplicate purchases. Each license is
individually linked to a mobile device, with a restriction of one license per device.

Please note that licenses are not automatically reflected in your Exhibitor Profile. They will be added to your account during the first week of
October and periodically after that if licenses are purchased after the initial allocation. You will then be able to designate licenses to specific
booth staff.

We encourage pre-ordering Lead Capture. The cost of LeadCapture Licenses will increase to $500 on October 1st.

Lead Capture License $350.00 each

Please select the number of Lead Capture licenses you wish to order. If you do not require Lead Capture licenses, please click
Next.

Previous ] [ Cancel ] Next
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As you go through the registration process, you will see information about adding LeadCapture.
This is the official lead retrieval software for the show.  It will allow you to scan the badges of every attendee walking the show so you can receive their contact information.  
Please note there are no physical devices this year, only licenses.  
The current rate for lead capture is currently $375 per license thru September 30th.  After this date the price will increase to $500 per license so make sure you go in and purchase to save money.



Edit Profile — Page 2

Cluwt | Exhibitor Portal 5 ®

2024 National Comp

Exhibitor Profile

Risk & Insurance

Edit profile

@) Overview Profile Content Click here to get started.

Tasks

2, Profile Address Event/Booth Location

Booth #1 - TEST
(o))
~n Team 1234 Street
Edit Profile x Edit Profile x
Exhibitor Information
Company Logo

Company Name Required

R B { Test Exhibitor ]
We recommend square images larger than 300x300 pixels.

7 Y NATIONAL P
L 4comp. Upload Delete Description

5,000 character count description.....

4,962 remaining

Virtual Booth Banner Tagline

120 character count tagline...

This banner will appear on virtual booths in Attendee Hub. We recommend images that are 1872x320 pixels with an aspect ratio

of 936x160 pixels. 90 remaining

_ Upload Event/Booth Location

Booth #1- TEST

Tav INAIAT Musmnhar



Presenter Notes
Presentation Notes
The next slide shows you how to access your exhibitor profile.  
This is important to update your company info so you are listed correctly within the app.  
Should you want to include additional content such as video, company literature and pdfs, 
In the exhibitor profile section, you will be able to update your company name, logo, virtual banner image, etc.
This will be seen when attendees click into your profile from the conference mobile app.
Deadline to update your profile is September 21st


Show Information

MYS Exhibitor
Portal

Main exhibitor contacts should have
received access to the MYS Exhibitor
Portal

o Update your Company Listing for the
Floorplan

o Purchase an upgrade Company Listing

o Settle your final exhibit booth
payments.

If you need to receive access to the
MYS Exhibitor Portal email
nationalcomp@theinstitutes.org
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Main exhibitor contacts should have received an invitation email to the Cvent registration portal
Register Booth Staff (by Oct 10)
Purchase LeadCapture licenses 
Update Exhibitor Profile for Mobile App
Many task can be found under the Tasks Tab on your exhibitor page such as reminders, Exhibitor Portal Instructions under the Need Help?, the exhibitor kit, etc 
Make sure you mark your tasks complete



:  Group Discount Rate deadline is
Show Information September 11th

o Mandalay Bay
o Luxor

o Delano

o Four Seasons

Hotel Information

Availabilitv Is First-Come First-Served

.......

=

Luxor Laé Vegas _

Delano Las Vegas
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To book a hotel room for National Comp, you'll need to register for the event first. Once you've completed your registration, we'll provide you with a link to book your hotel. Please note that the last day to book a room with the special rate is September 11th. To take advantage of the discounted rate, please register for National Comp before this date.
Rooms and rates are on a first-come first-served basis and some hotels might be sold out already.
Registrants are responsible for making their hotel reservations. Contact the hotel directly and be sure to identify yourself as an National Comp Conference registrant. Please check with the hotel about its cancellation and advance deposit policies.


Show Information

SCAM Warnings -
Hotels

o gt
/A\WARNINGII

SCAM
ALERT

National Comp is NOT utilizing the
services of any housing service for
National Comp 2024.

Hotel reservations for National Comp
should be made directly with the
hotel, either by phone or via our web
reservation link.
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Please be aware that some convention housing and expo travel agencies are fraudulently representing themselves as our "housing vendor" and contacting individuals in the workers’ compensation community, soliciting business. 
Specifically, they will offer to make hotel reservations within National Comp’s block on your behalf, or even offer you a discount from our rate. 
National Workers’ Comp is NOT utilizing the services of any housing service for National Comp 2024. Hotel reservations for National Comp should be made directly with the hotel, either by phone or via our web reservation link. The official event hotel with guaranteed rates are listed on this website. If you provide your credit card information to any of these unauthorized vendors, your card may be charged but you may not have a reservation when you arrive in Las Vegas.



Show Information

SCAM Warnings -
Lists

o\

/\WARNINGI|I

SCAM
ALERT

Please be aware that National COMP
does not sell or distribute our

attendee lists to any third-party
vendor.

If a third-party vendor has approached
you to purchase a list, it is a scam.

See Something...Say Something!
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Please be aware that National COMP does not sell or distribute our attendee lists to any third-party vendor. If a third-party vendor has approached you to purchase a National COMP conference attendee and/or exhibitor list, it is a scam.
If you do receive correspondence from any individuals claiming to be selling a National COMP attendee list, please report them to events@theinstitutes.org . 
We will take the appropriate action.  We would suggest that you do not respond or engage with these vendors. It only emboldens their effort. We do our best to keep our eye on these offenders. We send them cease and desist requests and then report them to the Federal Communications Commission (FCC). We also send out information educating our exhibitors and members on properly handling these requests. 


Show Information « Octoberfest
e Food, Drinks, Music, and More

Reception |
 Tuesday, October 15 @ 4:45 PM - 6:15 PM in
Bayside A
« All Exhibitors and Sponsors are welcome
to attend

«®>Shepard
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After much success at the opening reception last year, we are again having a party on Tuesday night
The party will start immediately after sessions and the exhibit hall are closed on Tuesday at 4:45 PM
All exhibitors are welcome to attend
Food, Drinks, Music and more.
Sponsorship opportunities are still available interested


F Y NATIONAL
L 4 COMP.

i Affiliated with The Institutes

P024 Online Expo Hall Map, Exhibitor Listings
& Cvent Mobile App
Show attendees MORE with an upgrade

Today, having an online presence is a must, especially when it comes to influencing your
customers’ purchasing decisions. That's why we're giving you the opportunity to make the most of

U pg ra d ed I_ i St i n g S your company's offerings at Natlonal Comp with these upgraded listings:

Basic Listing Ultimate Listing

o §:,200
v
v
v
W,
v

$595
Special

2024 Exhibitor
Listings

Online Expo Hall Map & Exhibitor Listing
Contact Information

Booth Mumber

Website

Product Categories

Description

Company Logo

Featured Exhibitor Listing

Priority Placement in Search Results
Highlighted Booth with Corner Peel
Event Contacts

Collateral (PR, Brochures)

Product Gallery with Images/Descriptions

[ L L S S s N G SR S O

Product Gallery with Video and Descriptions

Cvent Moblle App

Company Logo & Banner v v

Company Profile v v

Website v v

Social Media Links v v

Videos - & A

: A ¢’ Shepard
Links - & v
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Main exhibitor contacts should have received an invitation email to the Cvent registration portal
Register Booth Staff (by Oct 10)
Purchase LeadCapture licenses 
Update Exhibitor Profile for Mobile App
Many task can be found under the Tasks Tab on your exhibitor page such as reminders, Exhibitor Portal Instructions under the Need Help?, the exhibitor kit, etc 
Make sure you mark your tasks complete



Show Information « Have Questions?

FAQS & Useful Links

o Exhibitor FAQs page

o Exhibitor Checklist

o Exhibitor Kit

o Cvent Exhibitor Portal Instructions

o LeadCapture

o Upgraded Listings

«®>Shepard
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Have Questions?  
Exhibitor FAQs page
Add the Exhibitor Hub Link
CVENT Document
Lead Retrieval
Checklist
Exhibitor Kit

https://wcconference.com/exhibitor-faqs/
https://wcconference.com/wp-content/uploads/2024/07/2024-Comp-Exhibitor-Checklist.pdf
https://wcconference.com/wp-content/uploads/2024/07/National-Comp-2024-Exhibitor-Kit.pdf
https://wcconference.com/wp-content/uploads/2024/07/2024-National-Comp-Exhibitor-Portal-Instructions-1.pdf
https://wcconference.com/wp-content/uploads/2024/07/2024_Comp_CVentLeadCapture-FINAL.pdf
https://wcconference.com/wp-content/uploads/2024/07/2024-Upgraded-Listings.xlsx

Show Information

Sponsorships

SPONYORHIP

OPPORTUNITIE)

Contact: Nancy Calabrese
Trade Show Sales Manager
(702) 228-3293 (PST)

Calabrese@theinstitutes.org
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Sponsorships are still available – such as bag inserts, meterboards/banners/clings, digital ads, etc
Please reach out to Nancy Calabrese if you are interested.

mailto:Calabrese@theinstitutes.org

Show Information

COMP 2025

Don't Risk Missing National Comp In
The Future

November 11-13, 2025
o Tuesday - Thursday

Music City Center, Nashville, TN

Booth Sales will take place during
show hours

Appointments will be sent in
September

«®>Shepard
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National COMP continues to grow, don’t miss out on your change to exhibit in the future
Next year, the show will take place on November 11-13.  The exhibit hall will take be open on Tuesday & Wednesday
Booth sales will take place starting the end of the month and during show hours.  
Appointments are based on overall priority points.

I know this was quick and high level, if anyone has any questions, please email conferences@theinstitutes.org 
Now, I’m going to turn this back over to (CORY OR RICH) and the Shepard team to discuss information and processes that will save you time and money, increase your ROI, and more.  


ONSITE POST-EVENT ONGOING

©

3 MONTHS OUT

BEFORE THE EVENT WITHIN ONE WEEK LONGER TERM

s Set goals & objectives
« |dentify booth staff
s Create promotions

2 MONTHS OUT

« Begin email outreach, every
2 weeks

*« Become familiar with event
& layout

« Qrder promotions

» Make travel arrangements

6 WEEKS OUT

« Review ESM and order
final show services
= Send VIP Invites

1MONTH OUT

* Train staff

= Ship materials

s Launch social campaign

« Create event offer hashtag

3 WEEKS OUT

* Prepare lead fulfillment
packets

1 WEEK OUT

* Send reminder emails

Coordinate exhibit build out
Pick up badges/passes

Check on freight status

Order onsite services

Hold in-booth meeting

Send same day thank you email
to booth visitors

Promote gathering or VIP event
Execute according to your plan
Promote event presence,
especially through social
Implement lead retrieval

DURING THE EVENT

Send same day thank you email
to booth visitors

Promote gathering or VIP event
Execute according to your plan
Promote event presence,
especially through social
Implement lead retrieval
Review booth selection

AFTER THE EVENT

Coordinate outbound
material handling

Follow up with MQLs and
forward to sales team

Survey staff, existing
customers and partners

Send thank you notes to
partners, guests and staff
Finalize invoices, track
expenses

Hold post-show staff meeting
to discuss results and solicit
input for improvements
Prepare post-event analysis
and share with
stakeholders/executives

Post event-related content,
including photos and/or
videos, and consolidate these
assets for future event
promotion opportunities

Measure and analyze event
ROI/ROAS/ROR/ROO

Compile survey results and
optmize future plans

Nurture sales leads/SQLs
Review actual expenditures
against planned costs

Add leads to email nurture list
and share ongoing updates
Provide post-show discount
for booth attendees on the
fence

Engage on social media and
reshare event content to keep
the conversation going
Review event technology used
for future planning
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Presentation Notes
Pre-event planning is crucial for a successful show, and it’s never too early to start preparing.

Three months out, begin your email outreach to build anticipation and set your goals and objectives for the event. Identify your booth staff and start creating promotions. This is the time to start visualizing your booth setup and how you’ll engage with attendees.

Two months out, order your promotional materials and make travel arrangements. Familiarize yourself with the event layout and the flow of traffic. Start sending out VIP invites to key clients and prospects to ensure they visit your booth.

As you get closer to the event, review the exhibitor service manual and place any last-minute orders for show services. Train your staff on what to expect and how to interact with attendees. Ship your materials to ensure they arrive on time, and launch your social media campaign to create buzz.

One week out, send reminder emails to your contacts and confirm all your logistics. This final push can make a significant difference in your event success.

Once you're on-site, it’s all about executing your plan effectively to engage attendees and make the most of your presence.

Before the event begins, coordinate your exhibit build-out, pick up your badges, check on freight status, and order any last-minute services. Hold an in-booth meeting with your team to align on objectives and ensure everyone is on the same page.

During the event, be proactive in approaching visitors and have a clear message about what you offer. Use demonstrations, samples, and interactive elements to engage attendees. Make sure your team is ready to answer questions and provide detailed information.

Also, don’t forget to collect contact information for follow-up after the show. Implement lead retrieval systems to ensure you capture all potential leads. The more engaged you are on-site, the more successful your post-show follow-up will be.

Post-event follow-up is where the real magic happens and can turn a good show into a great one.

Within one week of the event, follow up with the leads you collected promptly. Send personalized emails, make phone calls, and connect on social media. Show appreciation for their time and interest, and continue the conversation to convert leads into customers.

Survey your staff, existing customers, and partners to gather feedback on what worked well and what could be improved. Send thank-you notes to everyone who visited your booth. This personal touch can make a big difference in building lasting relationships.

Hold a post-show staff meeting to discuss results and gather input for future improvements. Prepare a detailed post-event analysis and share it with your stakeholders. This will help you measure success and plan for future events.

For long-term success, measure and analyze your event's ROI to ensure you’re getting the most out of your participation.

Compile survey results and optimize your future plans based on the feedback you receive. Nurture the sales leads you collected and review actual expenditures against your planned costs. This helps you understand your budget better and make necessary adjustments for future events.

Add leads to your email nurture list and provide ongoing updates to keep them engaged. Offer post-show discounts to booth attendees who are on the fence, giving them an extra incentive to become customers.

Engage on social media and re-share event content to keep the conversation going. This helps maintain the buzz and keeps your brand top-of-mind. Review the event technology you used and consider how you can improve for next time.






Preparing for the Event

Collect Pre-Event
Details

Share the following information with Shepard
before the event:

Contact Information
Orders

Method of Payment
Outbound Shipping

Bring with you:

Copies of your orders and layouts (hard copy
or digital)
Freight tracking information

o Carrier and assigned tracking numbers

o The items (and quantity) shipped

o Address you used to ship from and date of
shipment

o Address you shipped to (advance warehouse
or direct to event)

«#>Shepard
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Now, let's discuss the crucial pre-event details you need to collect from, and share with, Shepard to ensure a smooth setup and operation at the IFDA Solutions Conference.

Here’s what you need to share with Shepard before the event:

Contact Information: Make sure Shepard has up-to-date contact details for the primary person responsible for your booth. This ensures smooth communication and quick resolution of any issues that might arise.

Orders: Confirm all your orders with Shepard, including booth equipment, additional services, and any other essentials you might need.

Method of Payment: Ensure that Shepard has your payment information to avoid any delays or issues with your orders.

Outbound Shipping: Provide details about your outbound shipping arrangements, so Shepard can assist you efficiently with the logistics.


And here’s what you need to bring with you:

Copies of your orders and layouts (hard copy or digital): Having these documents on hand will help you quickly verify and address any discrepancies or questions that might come up during setup.

Freight tracking information: Keep track of your shipments to ensure everything arrives on time. Bring all relevant tracking numbers for your freight.

Carrier and assigned tracking numbers: Detailed tracking information helps in case there are any issues with your shipments. This information ensures that any missing or delayed items can be quickly located.

The items (and quantity) shipped: A comprehensive list of what you’ve shipped, and the quantities ensures that you can verify all items have arrived as expected.

Address you used to ship from and date of shipment: This information is critical for tracking and verifying shipments, especially if there are any issues or delays.

Address you shipped to (advance warehouse or direct to event): Knowing exactly where your items were shipped helps with quick retrieval and setup once on-site.


Collecting and sharing these pre-event details with Shepard will help ensure that your setup process is seamless and efficient. This preparation allows you to focus on engaging with attendees and making the most of your time at the event.



Event Planning

Event-Related
Goals & Objectives

Introduce your company to the market
Showcase existing products or services

Launch new products or services

Connect with existing customers and/or attract
new customers

Research the industry market and gather
feedback firsthand

Build brand recognition and establish credibility
INn the market

«#>Shepard


Presenter Notes
Presentation Notes
Let's talk about setting your event-related goals and objectives, which is crucial for making the most of your participation at National Comp

Introduce your company to the market: This is a fantastic opportunity to make a strong first impression. Whether you're new to the industry or simply looking to expand your reach, this event allows you to present your brand to a wide audience.

Showcase existing products or services: Highlight what you already do well. Demonstrations and live showcases are excellent ways to draw attention and demonstrate the value of your products or services.

Launch new products or services: If you have something new and exciting, this is the perfect platform to unveil it. A product launch at a major industry event can generate buzz and immediate feedback.

Connect with existing customers and/or attract new customers: Use this opportunity to strengthen relationships with your current customers and engage with potential new ones. Face-to-face interactions are invaluable for building trust and loyalty.

Research the industry market and gather feedback firsthand: Events like this are not only about showcasing what you offer but also about learning. Take the time to listen to attendees, gather feedback, and observe industry trends. This information can be incredibly valuable for refining your strategies.

Build brand recognition and establish credibility in the market: Consistent presence and participation in industry events help solidify your brand's place in the market. It establishes credibility and positions your company as a serious player in the industry.

Setting these goals and objectives will help you focus your efforts and resources effectively, ensuring that your participation in the event delivers maximum value.

Remember, you can't be successful unless you know what success looks like.


Keep your booth design on point with your brand
Preparing for the Event - Take advantage of moving sight and sound

Planning Your Booth
Experience

motion through video
Focus your messaging — short and sweet

Use social media opportunities at the event to
extend your branding

Create space for meaningful conversations that
align with your objectives and tactics

Create a script — Highlight the product and
market differentiators

Look for ways to engage attendees, to draw them
in and hold their interest
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Let’s discuss some tips to make your booth design stand out and effectively attract attendees.

Keep your booth design on point with your brand. Consistency in branding helps reinforce your message and makes your booth easily recognizable. Use moving sight and sound through video to attract attention and engage attendees. Videos can showcase your products in action and tell your brand story in a dynamic way.

Focus your messaging - keep it short and sweet. Attendees are often overwhelmed with information, so clear and concise messages work best. Use social media opportunities at the event to extend your branding and reach a wider audience.

Create a space for meaningful conversations that align with your objectives and tactics. Comfortable seating areas can encourage longer interactions. Highlight your product and market differentiators clearly so attendees understand what sets you apart.

Look for ways to engage attendees to draw them in and hold their interest. Interactive elements, live demonstrations, and hands-on experiences are great for this. The more engaging your booth, the more memorable it will be.



Before the event,

e Create an email marketing calendar and
coordinate it with social outreach

Event Marketing e Personalize the messaging (remember most

Email Outreach emails won't get opened)

e Create a call to action, urgency, FOMO,
excitement

e Recognize veteran event attendees and include
first-timers

e ANnnounce your presence — Target current
customers, partners, and existing leads in
pipeline

e |ntroduce your team, event-specific offers, and
any dedicated messaging

e Provide value and be a resource

«®>Shepard
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Let's discuss how to leverage email marketing effectively to boost your pre-event promotion and ensure a strong presence at the IFDA Solutions Conference.

Before the Event:
Create an email marketing calendar and coordinate it with social outreach: Plan your email campaigns well in advance and align them with your social media activities. This integrated approach helps create a consistent and cohesive message across all channels, maximizing your reach and impact.

Personalize the messaging (remember most emails won't get opened): Personalization is key to capturing attention. Use the recipient's name and tailor the content to their interests and needs. Personalized emails are more likely to be opened and read, increasing your chances of engagement. Have the email come from someone (a salesperson) within your organization who has familiarity with customer/prospect.

Create a call to action, urgency, FOMO, excitement: Your emails should have a clear call to action (CTA) that tells recipients exactly what you want them to do. Create a sense of urgency and FOMO (Fear of Missing Out) by highlighting limited-time offers, exclusive opportunities, or exciting event features. This encourages prompt responses and engagement.

Recognize veteran event attendees and include first-timers: Acknowledge the experience of returning attendees while making first-timers feel welcomed and excited. Tailor your messaging to address the different perspectives and needs of both groups.

Announce your presence - Target current customers, partners, and existing leads in the pipeline: Let your existing contacts know you'll be at the event. This includes current customers, partners, and leads that are already in your pipeline. Announcing your presence keeps your network informed and encourages them to visit your booth.

Introduce your team, event-specific offers, and any dedicated messaging: Use your emails to introduce the team members who will be at the event, share any special offers, and highlight dedicated messaging that aligns with your event goals. This personal touch helps attendees feel more connected and engaged even before they arrive.

Provide value and be a resource: Ensure your emails offer valuable information and resources. This could include tips for navigating the event, insights into industry trends, or exclusive content. Providing value builds trust and positions your brand as a helpful and knowledgeable resource.

By following these strategies, you can create an effective email marketing campaign that not only promotes your presence at the event but also drives engagement and builds anticipation among your audience. Remember, the goal is to create excitement and ensure that attendees see the value in connecting with you at the event.



Before the event,

e Create a social marketing calendar and coordinate it
with email outreach

e Tease your presence at the event

) e Create an event-specific hashtag, make it catchy

Social Success e Promote booth activities, meet-ups, giveaways

e Give it personality, identify your team members

e Gather input & feedback from prospective attendees

e Share quick tips, drip information to your social
following

e Measure your engagement

Event Marketing

¥ S _ During the event,
| e Post regularly and often, both before and during the
SOCIAL event
N~ MEDIA #= » Share live content from the event floor if possible
N—-1 = e Share photos, comments, survey results, prize
winners

«#>Shepard


Presenter Notes
Presentation Notes
Marketing your presence at the show is essential to driving traffic to your booth and maximizing your investment.

Use social media, email campaigns, and your website to let people know you’ll be at the event. Share your booth number, any special promotions, or events you’re hosting, and why attendees should stop by. Create a buzz around your participation.

Consider collaborating with IFDA to leverage their marketing channels as well. They can help amplify your message and reach a broader audience. The more visibility you can create beforehand, the better your results will be.

Engage with potential attendees on social media leading up to the event. Share behind-the-scenes looks at your preparations, sneak peeks of what you’ll be showcasing, and any special announcements. Use event-specific hashtags to join the larger conversation and increase your reach.



Recap

v Have a plan and be prepared from the start
v Set measurable goals and objectives

v Design your space to meet your objective

v Build and train a great team and assign roles
v Give attendees a reason to seek you out

v Be authentic to your brand and look the part
v Understand the event audience

v Follow up during and after the event

«®»Shepard


Presenter Notes
Presentation Notes
Read the slide bullets.


Exhibitor Services
Video Series

Shepard has developed an 8-video series that
covers the most frequently asked and complex
guestions, providing visual explanations and
demonstrations to support exhibitors on their
journey. This ensures the exhibitors have access
to the information they need to make informed
decisions and fully leverage our services.

Video Topics

- First Time Exhibitor Topics

- Guide to Effective Booth Budgeting

- Exhibitor Manual Essentials

- Understanding Shipping vs. Material Handling
- Ordering

- What to Expect On-Site

« Exhibitor Services: Our Why

- Understanding Labor Services and Regulations

Shepard-CS-01-FIRST_TI,
L]

Shepard-CS5-04-SHIPPING

Shepard-C5-02-BOOTH

Shepard-C5-05-ONLINE

Shepard-CS-06-ON_SITE-
[ ]



Presenter Notes
Presentation Notes
Lastly, we want to highlight our Exhibitor Services Video Series, which is designed to support you every step of the way.

Shepard has developed an 8-video series that covers the most frequently asked and complex questions, providing visual explanations and demonstrations to support exhibitors on their journey. This ensures you have access to the information you need to make informed decisions and fully leverage our services.

Topics include first-time exhibitor tips, effective booth budgeting, exhibitor manual essentials, understanding shipping versus material handling, and more. These videos are a great resource to ensure you're fully prepared and can make the most of your participation.

https://shepardes.com/exhibitor-resources/exhibitor-video-library/

We hope you find these videos helpful and encourage you to check them out as you prepare for the show.



Contact Us:

Shepard Contacts:

Exhibit Rentals essrentals@shepardes.com
Exhibitor Servcies/Orders: orders@shepardes.com

The Institutes Contact:

events@theinstitutes.org

«®>Shepard



@

Thank you for your time today.

Feel free to reach out if you have any questions


Presenter Notes
Presentation Notes
”Please know that we’re here to help you succeed.

If you have any questions or need further assistance, please don’t hesitate to reach out. Our team is available to support you every step of the way.

Thank you for your time today, and we look forward to seeing you at the show!"
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