
TIPsheet

Communicating information about what tools to use and creating educational opportunities 

for your exhibitors helps maximize the value of your event and fulfill exhibiting goals. By giving 

exhibitors what they need when they need it, you are helping them to succeed and ensuring 

that when you call to sell booth space for your next event, they will sign up again. Here are three 

ways to help your exhibitors have a successful event:

Create and Use a Timeline
Using a timeline makes all the difference in the world. Exhibitors are inundated with emails from you  

and your vendors in preparation for the event, and many things are lost in the shuffle or go unnoticed. 

By giving exhibitors a timeline specific to your event, communication about what needs to be done and 

when is easy. 

• Begin with a structured plan and schedule for your timeline so you do not overwhelm exhibitors by 

sending too many emails or newsletters. 

• Consolidate event communications into one email or newsletter with a timeline of dates and vendor 

deadlines. Also include a snapshot of available exhibitor educational sessions to prepare for your 

event. 

• Start sending your communications and timeline well in advance of your event. Leading up to your 

event, begin sending monthly and increase the frequency to weekly closer to your event.

Communicate with Exhibitors 

Share information about your event and give your exhibitors multiple ways to access that event  

information. 

• Post newsletters and event communications on an exhibitors-only section of your event website so 

your exhibitors can easily access the information. 

Three Ways to Give Exhibitors What They Need
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Remember, communicating with and educating your exhibitors not only benefits them but it 

also benefits you and your event. Their success translates into a successful event for you.

• Create online versions of manuals to give your exhibitors an event reference that can be easily  

accessed. 

• Form an Exhibitor Advisory Committee and hold annual meetings to provide an opportunity for  

exhibitors to speak with other exhibitors, discuss best practices, learn about new innovations, and 

share successful strategies. 

• Use social media and a unique show hash tag to communicate with exhibitors.  

Provide Educational Opportunities

Educational opportunities should be offered to your exhibitors and promoted monthly in your  

communication materials. The value of education and the impact on your exhibitor’s success should  

be emphasized. A wide variety of educational opportunities should be offered including webinars on 

topics such as tips for pre-event marketing, driving booth traffic, capturing leads, and following up  

after the show. 

• Offer face-to-face interactions. Organize workshops or exhibitor boot camps in a central location 

so exhibitors can about everything available for your event and receive one-on-one assistance. This 

provides exhibitors with the opportunity to create marketing materials, a lead strategy, and prepare 

for your event. 

• Work with a lead retrieval vendor who provides one-on-one demos and training on the lead retrieval 

equipment to ensure your exhibitors and their staff are prepared for the opening of the show floor. 

• Provide a success kit for your exhibitors that includes tips on collecting, managing, and following up 

on their leads. 


