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Welcome & Overview
• Exhibitor Committee Introduction

– Annie Small, Committee Chair, Safeguard
– Linda Rossi, Vermont Small Business Development Center
– Beth Fastiggi, FairPoint Communications
– Cheryl Pickreign, People’s Trust Company
– Alan Jones, Waitsfield & Champlain Valley Telecom, EXPO Chair

• Overview of Orientation
– EXPO Website 
– Pre-show Marketing
– Booth Tips and Tricks/Staff Training
– Logistics
– Exhibitor Amenities
– Wheel of Fortune
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EXPO Website

• Visit www.vtexpo.com
– Exhibitors Tab – Your key to all the need-to-know info about exhibiting

• Pre-Show Marketing Tips
• Download All Forms

• Exhibitor Amenities

• Banner Ads
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Pre-Show Marketing
What is EXPO Doing for You?

• EXPO Media Blitz 

– Television (WCAX and Waitsfield & Champlain Valley Telecom)

– Radio (The Point, Star 92.9, 98.7 DOT FM, The Zone 960 AM, WDEV,
WLVB, WCVT, WVMT, WJOY, WOKO, WKO)

– Print (Vermont Business Magazine, Burlington Free Press, Seven Days, 
Business Journals, Rutland Herald, Times Argus, BANG)

– Brochure & Postcard (over 18,000 mailed out)

– Email & Internet Marketing 
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Pre-Show Marketing
How Can You Market Your Company?

• EXPO’s database can only reach so far.  What You Can Do to Help?
– Tell you current clients or potential customers to stop by your booth

• Inserts in monthly communication (newsletters, billings)

• Add EXPO and your booth # to your email signatures
• Special invites using coupons (download from www.vtexpo.com)

• Running new ads in April & May? Tag line on radio and TV ads

– Put up a link to EXPO website from your site
– Press Release

– Advertise in Vermont Business Magazine (Official Program Guide)
• Contact John Boutin, john@vermontbiz.com
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Exhibiting Tips & Tricks

• Booth Design (keep the Best Booth Awards in mind!)
• Etiquette, Body Language, etc.
• Staff Selection, Training & Uniforms
• Establishing Goals



EXPO EXHIBITOR ORIENTATION

Booth Design

• Best Booth Awards
– You vote!  Exhibitors will vote on their peers booths 

– Ballots will be given out in the Exhibitor Passport to Success (received 
with badge at check in)

– All ballots collected at the end of the first day

– Awards will be presented at the FREE Exhibitor Breakfast, Thursday at 
8 a.m.

• Best First Time Exhibitor 

• Best Staff
• Best Give-Away

• Best Technology/Product Demo

• Best in Show
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Booth Design Do’s

Do create an inviting space…
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Booth Design Do’s

Do incorporate activities to entice 
attendees…
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Shining Examples

Best Staff! Best 

Technology/Product 

Demo!

Best Give-Away!
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Booth Etiquette

• Create open environment
• Use welcoming body language
• No cell phones!
• Don’t look bored!
• No lengthy chit chat with booth mates
• Don’t sit down…ever!
• Interactive environment
• Invite people in with gestures, smiles
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Exhibiting Tips & Tricks

• Booth Design (keep the Best Booth Awards in mind!)
• Etiquette, Body Language, etc.
• Staff Selection, Training & Uniforms
• Establishing Goals
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Staff Selection

• Don’t fall into the hardware trap- great booth design, giveaways and 
materials won’t work if the staff is ineffective

• Just because they are great employees in the office doesn’t mean 
they will be great at the show

• Are they comfortable meeting people for the first time?
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Staff Training

• Outline goals and objectives
• Outline expectations- attire, rules, behavior, results
• Develop opening lines as a team
• Put yourself in the attendees’ shoes
• Work as a group to come up with the questions you need answered 

in 5 minutes or less
• Ask open ended questions to engage attendees
• Focus on quality, not quantity
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Goals & Objectives

• Establish primary and secondary objectives
– Just gathering names?

– Specific leads?
– New product intro?

– Customer relations?

– Test drive new products?
– Establish name recognition?

• Determine how to measure success
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Logistics
• Forms – Download from the website: 

http://www.vtexpo.com/exhibitors/forms-logos/ 
– Electric, Phone, Internet
– Booth Staff Registration (register online before May 15 

https://www.vtexpo.com/reservations/attend/ or fill out form online)
– Wheel of Fortune
– SER Shipping, Carpet, Tables

• Set Up & Tear Down
– Set up: Tuesday, May 19: 1 p.m. – 6 p.m. and Wednesday, May 20 before 9 a.m.
– Tear down: Thursday, May 21: not before 4 p.m.

• Important Policies
– Be present at booth
– Solicit business in booth ONLY!
– No items in aisles
– Respect sightline – follow guidelines
– Tear down AFTER 4 p.m.
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Exhibitor Amenities

• FREE Water: American Red Cross
• FREE Wireless Internet Access
• FREE Security
• FREE Coffee – All Day!: Starbucks Coffee (located on both floors)
• FREE Break Food: AM and PM snack breaks (located on both 

floors)
• FREE Massages (located on the second floor Booth 165B) 
• FREE Networking Reception (Wednesday only)
• FREE Exhibitor Appreciation Breakfast (Thursday only)

– Best Booth Awards 

• Lunch order forms for both days (cash only, at Registration Desk)
• Exhibitor Passport to Success
• Exhibitor Snack Pack: Hannaford Supermarkets
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Comcast Business Class
Wheel of Fortune

•Use the Wheel of Fortune to drive traffic to your booth

•Donation one item or donate 20!  The more items, the more traffic

•Four Grand Prizes, two awarded each day

•Fill out the form on the website 
(http://www.vtexpo.com/exhibitors/forms-logos/) and fax/email back to 
Lauren Bevill (802-865-8066 or lbevill@vtchamber.com)
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Exhibitor Communication

• Pre-Show:
– Emails from Antonia!  Keep an eye out for my weekly emails on 

Tuesdays 

• On site:
– Exhibitor Passport to Success
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Questions?
Contact Antonia Opitz, EXPO Director

aopitz@vtchamber.com


