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Five Tips for Making the Most of Your Exhibit Experience

By Marc Rosenstock

President, ROC Exhibitions, Inc., Lisle, Ill.

If the size of your meeting is outgrowing its venue, event planners looking to make the most of the transition from hotel ballroom or restaurant meeting area to a convention center or exhibit hall may consider the following tips for success: 

1. Don’t lowball the minimum. 
Unlike privately-owned hotel or restaurant meeting space where rent is per day, many public venues calculate costs based on minimum square footage used. Know the minimum square footage of the total meeting area you will use and accurately assess how much space you will sell. Consider all meeting and public areas you will require – including registration, VIP, banner locations, etc. – and specify those needs in the contract. 

2. Plan for food and beverage.
It’s not unusual to plan related food and beverage events offsite when a meeting is held at an exhibition facility. However, venues benefit from providing those services onsite, so don’t be shy about negotiating this when planning the contract. For example, you may get a better deal by negotiating with the facility’s exclusive caterer to hold your banquet or annual dinner onsite rather than at a restaurant or hall in another part of town.
3. Consider your resources.

Make room for quality client service. Ensure that all contractors, subs and exclusives – including electrical, cleaning, general contractors, photographers, telecommunications, 
AV, etc. – work in the city where your meeting takes place and are intimate with local codes and requirements. Make service providers available and accessible to clients from 
one central onsite area, especially during busy show set-up times, and communicate that to your customers. 

4. Plan for emergencies.

Meeting facilities in every American city have sometimes vastly different requirements for managing emergency preparedness. Be certain your general contractor has submitted an emergency plan to the local fire marshal, and that an approved floor plan is on file that allows for nuances in emergency exiting and staging, exhibit and banner height requirements, rigging rules, covered exhibits, sprinkler systems, heat and smoke detectors, etc. At least 90 days prior to your meeting’s opening, provide client exhibitors with detailed service kits that communicate fire, health, safety and union regulations. 

5. Don’t overlook security.

Unlike hotel ballrooms, exhibit hall entrance and exit doors generally don’t have locks. Be mindful of this as you plan and budget for security staffing. Consider adding extra security at each point of ingress and egress for the event’s duration. 

Moving from a small facility to a larger venue presents unique opportunities and challenges. Finally, talk with others who have made similar transitions. Use your contractors. Each is an experienced resource who has worked in a variety of venues. Your contractor doesn’t mind answering your questions, or having a hand in your continued success. 
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