
https://iebms.heiexpo.com/usi/dac/DACFTGExhibitByObjective.pdf
https://iebms.heiexpo.com/usi/dac/DAC25displayregs.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGBoothDesign.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGBoothGraphics.pdf
https://www.dac.com/Exhibition/Sponsorship-Opportunities
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3 - 6 months before the event 

Read through the Determine how Register booth 

exhibitor manual you will ship staff and make 
noting any advance your materials. travel 
order deadlines, Be sure to plan for arrangements. 
shipping timelines, post-show ®J etc. 

®J 
shipping. 

®J Exhibitor Manual 

coming soon ShiP-P-ing TiP-S 

Housing
Exhibitor 

Registration

Begin to promote your participation in the event. 
• Use the graphics/resources available.

Review and 
update your 
online exhibitor 

listing. 

®J 
Exhibitor 

Listing 

• Add details to your email signatures, and social media posts. #62DAC
• Develop a show-specific webpage advertising your participation.

Plan for literature 

and product 

samples, or order 
promo items to give 
out in your booth. 

®J 
TiP-s for Tradeshow 

Giveaway.,2. 

• Develop a plan to reach out to customers and prospects and invite them to visit you in

your booth.

12J 
'&I 6 Tips to Increase Traffic with Pre-Show Promotions 

2 months before the event 

Place orders for goods and services by advance pricing deadlines 
(furniture, floor covering, utilities, booth labor, catering, lead management, 
etc.) Know the shipping timelines for warehouse and direct shipments. Pre­
order labor for move-in and move-out... shoot for the start of the workday 
to get labor times guaranteed. 

Submit any Exhibitor­
Appointed Contractor (EAC) 
paperwork. 

d?J � Exhibitor Checklist d?J � Quick Facts l'li!'.� � Official Contractors EAC 
information 

Confirm any 

appointments with 
customers and 
prospects to visit you 
in your booth. 

Plan for on-site lead collection and 
post-show follow-up. 

l'/i!'.� Lead Follow-UP- TiP-S� 
Order Lead Retrieval 

Schedule a pre-show meeting 

with onsite staff. Identify 
staffing schedule and 
responsibilities. 

Finalize and rehearse any 
in-booth presentations, 

l'li!'.� � Exhibit Booth Staff TiP-S

booth giveaway 
&�Iprocedures, etc.

� 

Finalize shipping plans, and utilize 
the shiP-P-ing labels found in the 
exhibitor manual. Ensure on-site staff 
have shipping tracking numbers, and 
plan for return shipping. 

Content compiled from various industry resources. 
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https://iebms.heiexpo.com/usi/dac/DACFTGShipping.pdf
https://hallerickson.ungerboeck.com/prod/app85.cshtml?aat=326c304b6b766937312b325771516379524f513847516d37767046353046663242336155593943383956453d
https://iebms.heiexpo.com/usi/dac/DACFTGGiveaways.pdf
https://www.dac.com/Media-Center/DAC-Logos-Brand
https://iebms.heiexpo.com/usi/dac/DACFTGTraffic.pdf
https://iebms.heiexpo.com/usi/dac/DAC25eacform.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGBoothStaff.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGLeadFollowUp.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGlinkcomingsoon.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGlinkcomingsoon.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGlinkcomingsoon.pdf
https://www.dac.com/Attend/2025-Hotel-Information


https://www.dac.com/Media-Center/DAC-Logos-Brand
https://iebms.heiexpo.com/usi/dac/DAC25emailorderform.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGLabor.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGMoveIn.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGMoveOut.pdf
https://iebms.heiexpo.com/usi/dac/DACFTGLeadFollowUp.pdf
dac.com
https://www.dac.com/Exhibition/Sponsorship-Opportunities
https://www.linkedin.com/showcase/dac-exhibits-management/
https://iebms.heiexpo.com/usi/dac/DACFTGlinkcomingsoon.pdf

