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February 16-18, 2018 
 

Welcome to the Philly Home + Garden Show! 
 Thank you for exhibiting with us! 

 
This Exhibitor Manual has been compiled to help you and 

your staff with complete details about all phases of the 
exhibition process at the Greater Philadelphia Expo Center 

 
Enclosed you will find helpful information to make your 

participation in our show successful. 
 

We strongly urge that you give this manual to those having 
responsibility for your participation in the show. 

 
 

PhillyHomeandGardenShow.com 
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SHOW MANAGEMENT 
The Philly Home + Garden Show is produced and managed by: 

 
1300 Virginia Drive, Suite 103 
Fort Washington, PA 19034 
P: (215) 274-1948  
www.marketplaceevents.com 
 
Jenna Naffin 
Assistant Show Manager 
Jennan@mpeshows.com 
215.274.1948 ex. 102 

Stephanie Shemik 
Sales Manager 
stephanies@mpeshows.com 
703.935.3144 

Nicole McWilliams 
Show Office Administrator 
nicolem@mpeshows.com 
215.274.1948 ex. 105 

Elizabeth Kuhn 
Exhibit Sales Consultant  
elizabethk@mpeshows.com 
215.274.1948 ex. 101 

Lauren O’Neill 
Exhibit Sales Consultant 
laureno@mpeshows.com  
703.444.8712 

 

IMPORTANT PHONE NUMBERS 
MARKETPLACE EVENTS MAIN OFFICE (215) 274-1948 

SHOW OFFIC MAIN OFFICE **(484) 754-3985 

GENERAL EXPOSITION SERVICES (610) 495-8866 

GREATER PHILADELPHIA EXPO CENTER (484) 754-3976 
**The Show Office Number will be operational starting Tuesday, February 13 at 8:00am 

  
 

SHOW FACILITY  
The Philly Home + Garden Show is held at 
the:  
Greater Philadelphia Expo Center at Oaks 
1601 Egypt Road 
Phoenixville, PA 19460 
PH: (484) 754-3976 FX: (484) 754-3994 
www.phillyexpocenter.com  
Christina Ciesielski, Event Manager 
christinac@phillyexpocenter.com  
 

SHOW PR AGENCY 
The Philly Home + Garden Show PR is 
represented by:  
DDC Works 
1200 River Road | Suite 300 East 
Conshohocken, PA 19428 
PH: (484) 342-3600 FX: (484) 342-3602 
www.ddcworks.com  
Jeff Cronin, Public Relations Account Manager 
jcronin@ddcworks.com   
 

 
 

UTILITIES  
Electricity, Telephone, Internet, Water, etc. are provided by the Greater Philadelphia Expo Center. 
The order form and pricing is available in the Exhibitor Kit section of our website. 
 
Main: (484) 754-3976 
Fax: (484) 754-3994 

 

http://www.marketplaceevents.com/
mailto:Jennan@mpeshows.com
mailto:stephanies@mpeshows.com
mailto:nicolem@mpeshows.com
mailto:elizabethk@mpeshows.com
mailto:laureno@mpeshows.com
http://www.phillyexpocenter.com/
mailto:christinac@phillyexpocenter.com
http://www.ddcworks.com/
mailto:jcronin@ddcworks.com
http://www.phillyhomeandgardenshow.com/Exhibitor-Kit
http://www.phillyhomeandgardenshow.com/Exhibitor-Kit
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MOVE-IN | MOVE-OUT DAYS AND HOURS 

ALL ACCOUNTS MUST BE PAID IN FULL BEFORE YOU MOVE-IN. 
All exhibitors may move in to Exhibit Halls A&B starting Wednesday, February 14th and Thursday, February 15th 
between the hours of 8:00am – 5:00pm.  There loading dock doors located on all sides of the building that will 
provide easy access to drive on to the floor. The move in schedule is located in the Exhibitor Kit. Please find your 
scheduled time to move in and plan accordingly. 
 

MOVE IN SCHEDULE 
DATE                                                        TIME 
Wednesday, February 14th                        8:00am – 5:00pm 
Thursday, February 15th                             8:00am – 5:00pm 

MOVE OUT SCHEDULE 
DATE                                                        TIME 
Sunday, February 19th                                6:05pm -10:00pm 
Monday, February 20th                               8:00am – 5:00pm 

 
**For safety reasons, no one under the age of 16 is permitted in the halls or dock areas during move-in/out. 

 
The move in schedule is based on the location of your booth in Exhibit Halls A&B. Typically the show is moved in 
front to back. Two weeks before move in you will receive an email from Marketplace Events. This email will have a 
link to the online Exhibitor Kit which will include the move – in schedule. Please remember to look for this email 
from Marketplace Events which will advise you of your move in time. If you cannot meet the time requirements of 
your move in date and time please CONTACT JOE BOYLE (610) 495-8866 in order to make other arrangements. 
 
You will be allowed to work in the building on move in days after 5:00pm but you must arrive before 4:30pm in 
order to drive on to the floor. However, space for your vehicle will be determined upon your arrival. You must be in 
the building no later than 5:00pm in order to stay for an additional hour. All exhibitors must be out of the building 
no later than 6:00pm unless stated otherwise. 

**YOU MUST BE COMPLETELY SET UP BY 6:00PM ON THURSDAY. NO SETUP IS PERMITTED ON FRIDAY. 

 

General Move-Out Information 

YOU MAY BEGIN BREAKING DOWN YOUR BOOTH IMMEDIATELY FOLLOWING THE CLOSE OF THE SHOW; 
HOWEVER DRIVE-ON ACCESS WILL NOT BE PERMITTED UNTIL ALL AISLE CARPET HAS BEEN ROLLED UP. 

THERE IS SUNDAY AND MONDAY MOVE OUT 
 

You may use your own carts, hand trucks, dollies, etc. 
 

  

 

Dismantling your booth prior to show close at 6:05pm on Sunday is strictly prohibited.   
Your cooperation is appreciated. 

http://www.phillyhomeandgardenshow.com/Exhibitor-Kit
http://www.phillyhomeandgarden.com/Exhibitor-Kit
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&docid=WDZUGvSNghF7sM&tbnid=chMZ4a7HZFmgbM:&ved=0CAUQjRw&url=http://carts.badgerie.com/&ei=FAB-U9ioMMiPyATpvoCQBQ&bvm=bv.67229260,d.aWw&psig=AFQjCNEn1Ecn4WIYJNNJ1X-6gyGlFrxu0g&ust=1400852862231355
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SHOW HOURS 
Friday February    16, 2018 11:00pm – 9:00pm 
Saturday February    17, 2018 10:00am -  9:00pm 
Sunday February    18, 2018 10:00am – 6:00pm 
 
**Exhibitors will be granted access to the show floor one hour before opening. 
 

EXHIBITOR BADGES 
Exhibitor badges are NOT mailed out prior to the show.  Badges can be picked up at Exhibitor Registration (located 
outside of Hall A) during move-in and during show hours.  Complimentary plastic badge holders are provided. 
Exhibitor badges are required to identify you as an authorized exhibitor.  Exhibitors will not be allowed access to the 
show floor during show days without a badge.  
 
Eight (8) exhibitor badges are provided for each 100 square feet of space purchased, with a maximum allotment of 
24 badges per company.  
 
100 – 200 Sq. Ft:       8 Badges 
250 – 400 Sq. Ft:     16 Badges 
450 Sq. Ft - & Up:     24 Badges 
 
If you have different staff members working your booth on different days, you are encouraged to drop off your 
badge each night at Exhibitor Registration (located outside of Hall A), so that your company does not run out of 
badges during the show.  
 
**EXHIBITOR BADGES MUST NOT BE USED AS ADMISSION TICKETS AND CANNOT BE LEFT AT WILL CALL. 
 

SHOW OFFICE 
During move-in, show hours and move-out, Show Management will maintain a show office in the Greater 
Philadelphia Expo Center.  The office is located in directly outside of Exhibit Hall A straight back from the entrance.  
The signs out front will read Exhibitor Registration and Will Call Pick Up. The Show Office number is (484) 754-3985. 
Please note the Show Office number is only valid during Move – In, Show Days and Move – Out.  
 
 

EXHIBITOR ENTRANCES DURING SHOW HOURS 
During show hours, exhibitors may use the main entrance of The Greater Philadelphia Expo Center.  An exhibitor 
badge will be required to enter the show floor. 
 
All loading dock doors will be closed and there will be no access granted during show hours. If you need to restock 
your booth with supplies please do it one hour before the show opens. Security is permitted to stop any Exhibitor 
from entering or exiting through the side entrances or loading dock doors.  There is no smoking allowed inside the 
building. 
 

COMPLIMENTARY TICKETS 
Each exhibitor will receive 20 complimentary tickets for each 100 square feet of space purchased with a maximum 
allotment of 60 tickets.  These will be mailed out three weeks prior to the show.  Tickets will only be mailed out if 
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your booth space has been paid in full. Additional admission passes can be purchased at the price of $6.50 each. 
Please check the Exhibitor Kit for the ticket order form.  
 
COMPLIMENTARY TICKETS ARE NOT PERMITTED TO BE DISTRIBUTED AT THE ENTRANCE TO THE SHOW. If 
complimentary tickets or badges are given to visitors, the exhibitor responsible will not be allowed to exhibit in 
future events and may be asked to leave the current show immediately. Use your tickets to invite potential 
customers to the show, as a thank you to good customers or for friends and family. 
 

WILL CALL 
Will Call will be set up at Exhibitor Registration, which will be utilized by consumers to pick up the tickets that have 
been reserved for them.  Staff will be at Will Call at all times to hand out complimentary tickets for exhibitor family, 
friends and prospects. Please leave your tickets in INDIVIDUALLY marked envelopes with FIRST AND LAST NAME on 
the front of the envelope at Will Call for your guests.  Tickets will be filed by last name. 
 
**EXHIBITOR BADGES ARE FOR EXHIBITORS, THEY ARE NOT TICKETS TO THE SHOW.  THEY SHOULD NOT BE LEFT 
AT WILL CALL TO BE PICKED UP BY ATTENDEES. 
 

MARKETING OPPORTUNITIES FOR EXHIBITORS 
Please visit the Marketing Opportunities section of our website to take advantage of our many affordable marketing 
opportunities that will maximize your investment in the show, and drive traffic to your booth.  You may also contact 
your Exhibit Sales Consultant directly. Sponsorship Opportunities are also available; please reach out to our 
Assistant Show Manager and sponsorship expert, Jenna Naffin at (215) 274-1948 ex. 102 for more information or 
email jennan@mpeshows.com .  

 
SHOW DECORATOR SERVICES 
General Exposition Services is the show decorator and provides carpet, tables, chairs, cleaning, signage, etc.   
Please order these items directly from them.  The forms are available on the Exhibitor Kit section of our website.  
 
Exhibitors are responsible for the upkeep and cleaning of their own booths. You may order carpet cleaning service 
from General Exposition Services at their service desk located at the back of the show in Hall A. During move – out 
everything that your company brings to the show must be moved or disposed of after the show. If not there will be 
a charge to your company for clean-up. 
 

PARKING 
There is ample free parking available onsite. With over 5,000 free spaces, your staff, participants and show 
attendees will have no trouble! The parking lot is also sectioned and labeled for ease of locating parked vehicles 
upon departure. 
 
We ask that all exhibitors park on the side of the building and leave the front spots accessible to the attendees 
attending the show. For your convenience special arrangements can be made with the parking lot in case you need 
sections dedicated towards VIPs or other needs. If you would like to make this arrangement please let the show staff 
know two to three weeks ahead of opening day.  
 
 
 
 

http://www.phillyhomeandgarden.com/Exhibitor-Kit
http://www.phillyhomeandgardenshow.com/Marketing-Opportunities
http://www.phillyhomeandgardenshow.com/looking-to-exhibit/sponsorship-opportunities
mailto:alysonc@mpeshows.com
http://www.phillyhomeandgarden.com/Exhibitor-Kit
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UTILITIES AND SERVICES POLICY 
The Greater Philadelphia Expo Center is happy to provide utilities and services at reasonable rates. Current rate 
sheets for labor, equipment rental and service instructions are available in the Exhibitor Kit or you can visit 
http://www.phillyexpocenter.com/the-facility/services-available/ .  For safety reasons, The Greater Philadelphia 
Expo Center personnel must perform installation of all utility services. Please submit all service order forms with full 
payment on the Expo Center website. They will not provide their services until payment is received. 
 
To receive the lower advance rate, your forms must be received before the advanced order deadline which is 
typically one week before the start of the show. This year the advanced order deadline is Monday, February 5, 
2018. 
 
Utilities Forms can be found under the Exhibitor Kit section of our website, which is located at the bottom of the 
Home Page 
 

SERVICE ADVANCE STANDARD 

10 AMPS $110.00 $225.00 

20 AMPS $140.00 $255.00 

 

FOOD AND BEVERAGE SAMPLING  
All exhibitors sampling food or selling food products must touch base with your Exhibit Sales Representative so that 
the proper permissions are given during show site.   
 
Food or beverage items may not be sold or given away at exhibitor booths without express written approval of 
Licensor. Food or beverages may not be brought or consumed in the facility, unless purchased at an on-site 
concession stand or lounge or with expressed written consent of the Licensor.  
 
Alcoholic beverages may not be brought or consumed in the facility, unless purchased at an on-site concession stand 
or lounge. Alcoholic beverages must be removed from the facility or will be subject to confiscation. 
 

VEHICLES IN EXHIBITS 
If you plan on having a vehicle in your booth as part of your display, please contact Show Management for approval 
and move-in instructions. 

 All vehicles must have a locking gas cap or gas cap sealed with tape and no more than 1/4 tank of gas in the vehicle. 
 A set of keys must be left with Show Management for the duration of the show. 
 All vehicle batteries must be disconnected and have cables taped. Please contact Show Management to have this 

scheduled.  

 
 
 

BOOTH INFORMATION, RULES & REGULATIONS 
Exhibit booths will have an 8' draped back wall.  On each side, a draped side rail will extend from the back of the 
booth to the front of the booth at a height of 32".  The drape color is black. Tables, chairs, electricity etc. are not 
included with the cost of your exhibit booth.  If you need to order these items you can purchase them directly 
through General Exposition Services. 
 
 

http://www.phillyhomeandgarden.com/Exhibitor-Kit
http://www.phillyexpocenter.com/the-facility/services-available/
http://www.phillyhomeandgarden.com/Exhibitor-Kit
https://www.generalexposition.com/online-servicekit.php
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Flooring 
Flooring is not included in the cost of your exhibit booth.  It is mandatory that all booths are carpeted or have some 
type of clean, professional-looking floor covering that covers 100% of the booth’s square footage.  All edges must be 
secured. You may bring your own or rent from General Exposition Services. If your booth is above 600 Sq. Ft you will 
be required to pay a minimum labor charge.  

 All flooring must be neat and clean 

 No frayed edges are allowed 

 All edges of a carpet must be taped down – double sided tape is acceptable 

 Duct tape is not allowed to secure the flooring 

 You must return The Greater Philadelphia Expo Center floor to its original condition – Fees will be charged for damages 

 
Table Skirting 

It is mandatory that all tables are properly skirted.  Skirting must go from the edge of the table to the floor on all 
four sides.  All skirting must be pressed and neat. Use of plastic table cloths, sheets, shower curtains or any type of 
“makeshift” table cloths is not permitted.  We strictly enforce this and will skirt all incorrectly skirted tables at the 
exhibitor’s expense. 
 
All inventory and personal items must be stored COMPLETELY OUT OF SIGHT.  Your booth should look professional 
and inviting to the attendee.  General Exposition Services is available to rent tables that will be properly skirted if 
needed for an additional charge. 
 

 
 
 
 
 

Staffing Your Booth 
All exhibitors are expected to be in their booths during all published show hours, as we do receive consumer 
complaints about un-manned displays.  Our visitors pay an entrance fee and expect to be able to do business with 
our exhibitors at any time during show hours.  If you are in violation of this rule, your company may not be 
permitted to exhibit with us in the future. 
 
Working in the aisles or distributing brochures, etc. from any other area other than your booth is prohibited.  All 
selling activity must take place inside your contracted space.  One verbal warning will be given if your company is in 
violation of this rule. A second written warning will be issued and if the problem is not addressed at that point Show 
Management reserves the right to remove your company from the show.  
 

https://www.generalexposition.com/online-servicekit.php
https://www.generalexposition.com/online-servicekit.php
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***TENTS, FLAGS AND CANOPIES ARE NOT ALLOWED*** 
Booth Guidelines 
Exhibitors are allowed to build their booth to the maximum height of 8 feet.  This includes back wall and sidewalls.   
If your display includes a sign attached to the back wall, you must get approval from show management and the 
following rules apply: 
 
• TOTAL HEIGHT OF SIGN MUST NOT EXCEED 2 FEET FROM TOP OF DRAPE LINE 
• Sign must be single sided; graphics, logos or print facing into another booth will not be allowed 
• Professionally finished signage NO handwritten signs are permitted 

 
Exhibit fixtures and components will be permitted to a maximum 

height of 8 feet on the back wall. 

If you are using side walls as part of your display they must be 
completely finished on BOTH sides.  No exposed wires, frames, wood 
must be exposed for the public or your neighbor to see. All display 
materials and electrical must meet the fire marshal regulations.  
 
Show Management reserves the right to refuse entry or to have 
removed at the exhibitor’s expense any display which is not in 
accordance with these rules and regulations. 

 
SECURITY 
Security is provided by Strikeforce Protective Services. The guards will be on duty 24 hours each day during the 
show. Every reasonable precaution will be taken to protect exhibitors’ property, but Show Management assumes no 
responsibility for any losses due to fire, theft, robbery, damage, accident or other causes.   
 
Please take the following suggestions under advisement: 

 Do not leave your booth unattended during the set – up process, show process or move – out process 

PERIOD 

 Do not leave small items, one of a kind special samples, prototypes, generated leads or extremely valuable 

merchandise in your booth overnight. 

 Under the guideline of special circumstances you can ask Show Management to lock up valuable items in the 

Show Office (located outside of Exhibit Hall F)  

 

INSURANCE 
Show Management is insured against public liability and property damage claims arising out of the conduct of the 
show.  This insurance does not cover exhibitors’ property, which is placed on display at the exhibitor’s risk.  Every 
reasonable precaution will be taken to protect exhibitor property but please note that Show Management assumes 
no responsibility for any losses due to fire, theft, robbery, damage, accident or other causes.  
 
**Please refer to items #4 and 5 on your exhibitor contract/application under the TERMS AND CONDITIONS or contact Show 
Management if you have questions at (215)274-1948. 
 

 

file:///C:/Users/nicolem/AppData/Roaming/Microsoft/2018%20PHGS/2018%20PHGS%20Contracts%20and%20Floor%20Plans/Terms%20and%20Conditions%20PHGS%20Contract.pdf
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FINAL PAYMENTS 
Full and final payment for exhibit space must be made by December 18, 2017. Show Management reserves the 
right to refuse entry to any exhibitor whose account has not been settled and paid in full. Please note if your booth 
space isn’t paid for by the December 18, 2017 deadline complimentary show tickets will not be mailed out to you 
and your company name will not appear in the House & Home Magazine, the official Show Guide for the show.   
 
If you have signed and authorized Marketplace Events to automatically charge your card on your original contract 
please make sure funds are available in the proper time frame. If you have any questions regarding payment 
processes please contact Nicole McWilliams at (215) 274 – 1948 ext. 105. Any contracts that are outstanding after 
the show cycle is completed will automatically be sent to collections and the exhibitor will still be responsible to pay 
off the booth space and will not be allowed to exhibit in any future shows with Marketplace Events.   

 
SALES TAX 
All exhibitors are required to have a Pennsylvania Sales License if they are directly selling on the show floor. This 
license can be obtained from: 

Pennsylvania Department of Revenue 
110 North 9th Street; Suite 204A 

Philadelphia, PA 19107 
(215) 560 – 2484 

 

MICROPHONES, AUDIO EQUIPMENT AND MUSIC 
Use of microphones, audio equipment and musical instruments is permitted, however, sound levels must be kept at 
a volume that management deems reasonable. Violators will receive ONE WARNING. If there are more problems 
with volume levels then Show Management reserves the right to prohibit the exhibitor from using sound equipment 
for the remainder of the show. You must be courteous to your neighboring exhibitors who are conducting business 
on the show floor. 
 

 
MUSIC, PHOTOGRAPHS + OTHER COPYRIGHTED MATERIAL 
Each exhibitor is responsible for obtaining all necessary licenses and permits to use music, photographs or other 
copyrighted material in exhibitor’s booth or display. No exhibitor will be permitted to play, broadcast, perform any 
music or use any other copyrighted material, such as photographs or other artistic works, without first presenting to 
Marketplace Events proof that the exhibitor has, or does not need a license to use such music or copyrighted 
material. Marketplace Events reserves the right to remove from the exhibit all or any part of the booth or display 
that contains music, photographs and or copyrighted materials for which the exhibitor fails to produce proof that 
the exhibitor holds all the required licenses.  
 
The exhibitor shall remain reliable for all claims, causes of action, suits, damages, liability, expenses and costs, 
including reasonable attorney’s fees, arising from or out of any violation of infringement (or claimed violation of 
infringement) by exhibitor, exhibitor’s age of employees of any patent, copyright or trade secret rights or privileges 

 
 
 

http://www.revenue.pa.gov/Pages/default.aspx#.WNqxC2e1tEZ
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SHIPPING INFORMATION 
General Exposition Services charges a drayage fee for handling any materials delivered to the Greater Philadelphia 
Expo Center.  Deliveries without a company name and booth number will be declined. Contact General Exposition if 
you are sending shipments ahead of your arrival.  Marketplace Events and The Greater Philadelphia Expo Center are 
not responsible for accepting your shipment.   
 
All shipments should be clearly marked with your company name and booth number. Special arrangements can be 
made with General Exposition Services on items that need special care. Please do not send packages before your 
arrival date. It is expected that a representative from your company will be present to sign for your package. Please 
make arrangements with General Exposition Services to dispose of or store your shipping crates and or boxes. 
 
All shipments MUST BE PREPAID. There are two options for shipping your materials ahead of time. 
 
 
OPTION 1: Shipping Directly to General Exposition Services Warehouse Location 
 
**General Exposition Services will transport your materials from their warehouse to the Greater Philadelphia Expo Center on Tuesday, 
February 13

th
, 2018. Your package will be dropped inside of your booth providing that the floor has been set with pipe and drape** 

 

(Exhibiting Company Name) (Booth Number) 
2018 Philly Home + Garden Show 

General Exposition Services 
205 Windsor Road; Limerick Business Center 

Pottstown, PA 19464 
**Advance Warehouse Discount Deadline: Friday, February  5, 2018 
**Last Date to Arrive at GES Warehouse: Monday, February 8, 2018 

 
 
OPTION 2: Shipping Directly to the Greater Philadelphia Expo Center  
 
** If your package is received by General Exposition Services the package will be dropped inside of your booth on the 
show floor or will be housed in the loading dock area** 
 

2018 Philly Home + Garden Show 
Greater Philadelphia Expo Center c/o General Exposition Services 

(Exhibiting Company Name) (Booth Number) 
100 Station Avenue 

Oaks, PA 19456 
**Items will not be delivered without this information** 

**Deliveries will not be accepted before Tuesday, February 13, 2018** 
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SHOW HOTEL INFORMATION 
Oaks, PA offers exhibitor accommodations at every price point. Marketplace Events understands that lodging for 
your staff can be a primary concern when exhibiting at the show. Below are some hotels in the surrounding area 
located near the Greater Philadelphia Expo Center. Please click on the logos to find out more information. We 
recommend stays at the Hilton Garden Inn and Homewood Suites.  
 

 
Hilton Garden Inn  

Valley Forge / Oaks 
500 Cresson Boulevard 
Phoenixville, PA 19460 

610.650.0880 

 
Homewood Suites Hilton 

1227 Race Street 
Philadelphia, PA 19107 

215.564.2888 

 
Courtyard Philadelphia  

Valley Forge/ Collegeville 
600 Campus Drive 

Collegeville, PA 19426 
484.974.2600 

 
Hampton Inn & Suites 

Valley Forge/Oaks 
100 Cresson Boulevard 
Phoenixville, PA 19460 

610.676.0900 

 

 
 

 
Valley Forge Casino Resort 

1160 1
st

 Avenue 
King of Prussia, PA 19406 

610.354.8118 

 

 
 

Sheraton Valley Forge Hotel 
480 North Gulph Road 

King of Prussia, PA 19406 
484.238.1800 

 
Embassy Suites by Hilton 
Philadelphia Valley Forge 

888 Chesterbrook Boulevard 
Wayne, PA 19087 

610.647.6700 

 

 
Radisson Hotel Valley Forge 

1160 First Avenue 
King of Prussia, PA 19406 

610.337.2000 

 
 
 

 
Mainstay Inn 

184 East Bridge Street 
Phoenixville, PA 19460 

610.933.7998 

 
DoubleTree by Hilton 
301 West Dekalb Pike 

King of Prussia, PA 19406 
610.337.1200 

 
Springhill Suites Marriott 

875 Manchill Mill Road 
King of Prussia, PA 19406 

610.783.1400 

 
Residence Inn Valley Forge 
600 West Swedesford Road 

Berwyn, PA 19312 
610.640.9494 

 
 
 

 
Hyatt Place King of Prussia 

440 American Avenue 
King of Prussia, PA 19406 

484.690.3000 

 
Holiday Inn Express & Suites 

260 N Gulph Road 
King of Prussia, PA 19406 

610.768.9500 

 
Best Western Hotels & Resorts 

127 S Gulph Road 
King of Prussia, PA 19406 

610.265.4500 

 
Extended Stay America 
400 American Avenue 

King of Prussia, PA 19406 
610.962.9000 

 

http://hiltongardeninn3.hilton.com/en/hotels/pennsylvania/hilton-garden-inn-valley-forge-oaks-PHLPOGI/index.html
http://www.marriott.com/hotels/travel/phlvg-courtyard-philadelphia-valley-forge-collegeville/?scid=bb1a189a-fec3-4d19-a255-54ba596febe2
http://hamptoninn3.hilton.com/en/hotels/pennsylvania/hampton-inn-and-suites-valley-forge-oaks-PHLVYHX/index.html
https://www.vfcasino.com/
http://www.sheratonvalleyforge.com/?EM=EM_aa_YEXT__SI_3532__NAD_FM&SWAQ=94Z574
http://embassysuites3.hilton.com/en/hotels/pennsylvania/embassy-suites-by-hilton-philadelphia-valley-forge-PHLVLES/index.html
https://www.radisson.com/king-of-prussia-hotel-pa-19406/pavalley
https://www.mainstayinn.net/
http://doubletree3.hilton.com/en/hotels/pennsylvania/doubletree-by-hilton-hotel-philadelphia-valley-forge-PHLVFDT/index.html
http://www.marriott.com/hotels/travel/phlkp-springhill-suites-philadelphia-valley-forge-king-of-prussia/?scid=bb1a189a-fec3-4d19-a255-54ba596febe2
http://www.marriott.com/hotels/travel/phlbw-residence-inn-philadelphia-valley-forge/?scid=bb1a189a-fec3-4d19-a255-54ba596febe2
https://kingofprussia.place.hyatt.com/en/hotel/home.html
https://www.ihg.com/holidayinnexpress/hotels/us/en/king-of-prussia/kpdpa/hoteldetail?cm_mmc=GoogleMaps-_-EX-_-USA-_-KPDPA
https://www.bestwestern.com/en_US.html
https://www.extendedstayamerica.com/hotels/pa/philadelphia/king-of-prussia
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THE GREATER PHILADELPHIA EXPO CENTER  
CONVENTION CENTER RULES AND REGULATIONS 

 
In order to keep the facility in exceptional condition for all of our exhibitors, we ask for your cooperation in enforcing the following 

guidelines. Should you have any questions please call the Greater Philadelphia Expo Center at (484) 754-3976or please take a look at the 
website before hand to answer all of your questions and needs. https://www.phillyexpocenter.com/   

Everything you need and want to know about the Greater Philadelphia Expo Center can be found there! 
 

 
 

 Any violation by sublicenses or subagents thereof may lead to eviction from premises, and license will be held liable for any damages 
resulting from said violations. 

 

 A schedule containing the details, staging and timing of the move-in and move-out and also containing the person or persons who will 

supervise name and the vehicles and or/material handling equipment, which will be utilized in connection therewith shall be 

coordinated and agreed to in advance by Licensor and Licensee, and said schedule shall be strictly adhered to.  

 
 The Space shall not be used for sleeping or lodging purposes or, except for authorized concessions, be used for cooking without 

Licensor’s prior, express written consent. 
 
 All vehicles and material handling equipment supplied by or for use in the premises shall be equipped with wheels, which do not mark 

or mar the floor surface. 

 
 No vehicles or other equipment or displays that exceed the hall floor load shall be brought or placed in the building. 

 
 Licensee and its exhibitors and its and their invitees shall promptly and courteously comply with the directions of any security 

personnel employed or used by Licensor or local authorities 
 

 No advertisements, signs, handbills or other visual media devices shall be placed outside of, or attached to, the exterior or interior of 
the Building without Licensor’s prior express written consent. No handbill or the like shall be placed on the windshields or any cars, 
wherever located within the Greater Philadelphia Expo Center, before, during or after any Event. No handbills or other promotional 
material shall be distributed in areas other than the exhibitor area, without the consent of Licensor. Licensor will remove, at Licensee’s 
expense, any unauthorized signs. 

 
 Adhesive badges are prohibited. All identification badges shall be of a nature that they do not adhere to floor, wall or other surfaces of 

the Hall and surrounding areas. 
 
 Any tape or other adhesive materials used for marking the floor must be approved by Licensor.  Licensee will be billed at a rate of $50 

per hour for the removal of any such material left on the floor after the Event has ended. 
 
 Admission of the public to the Event shall only be allowed through designated entrances and corridors. 
 
 Vehicles not otherwise permitted in the hall as part of the event or the move-in or move-out and animals shall not be allowed in the 

hall, except with licensor’s prior, express written consent/ 

 
 Licensee shall not obstruct or interfere with other tenants, occupants and users of or visitors to the building wherein the Hall is located. 
 
 Floor, wall and roof load limits shall not be exceeded. 
 
 In the interest of public safety, Licensor may modify any terms or conditions of the Agreement or these Rules and Regulations, and 

Licensee and all exhibitors shall comply with such modification. 
 
 Gambling is prohibited. 
 
 Charitable and other organization solicitations and collections are prohibited. 

https://www.phillyexpocenter.com/
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 Parking is permitted only in designated on-site parking areas. No vehicles will be permitted in areas designated for building tenants 
other than licensor. 

 
 Vehicles are not allowed on Premises overnight without written consent of Licensor. 

 
 Meeting rooms are available in adjoining conference areas at an additional charge. 
 
 Neither Licensee no its agents are to operate overhead doors without consent of Licensor. 
 
 All motorized equipment utilized during License Period (i.e., forklifts, high reach, air lifts) is to be operated only by personnel approved 

by Licensor. 
 

 Smoking is not permitted in the hall. Licensor has the right to take whatever action is necessary to preserve a smoke-free environment. 
 
 Carts or dollies with steel wheels are not permitted in carpeted areas. 
 

 Loading and unloading are permitted only in designated loading areas. No loading is to take place at main entrances to Building nor 
carried through lobby without consent of Licensor. 

 

 Helium or other lighter-than-air inflated balloons are not permitted inside the hall, without express written consent of licensor. 
Removal of balloons in the hall will be billed to licensee at the rate of $50.00 per hour.  

 
 Any equipment or articles of the Licensee or exhibitor’s remaining past the expirations of the License Period may be considered 

abandoned and may be disposed of at cost to the owner of such equipment/articles. Items will not be stored for pick-up.  
 
 Any residual matters not expressly covered by License or Rules and Regulations shall be determined by Licensor at its discretion. 
 
 The Greater Philadelphia Expo Center will not accept freight shipments of any kind. All shipments should be made directly to 

appropriate drayage contractor. 

 
 Crates cannot be stored on exhibition floor at any time during event period. 

 
 Food or beverage items may not be sold or given away at exhibitor booths without express written approval of Licensor. 
 
 Food or beverages may not be brought or consumed in facility, unless purchased at an on-site concession stand or lounge or with 

express written consent of Licensor. 
 

 Alcoholic beverages may not be brought or consumed in facility, unless purchased at on-site concession stand or lounge. Beverages 
must be removed from facility or will be subject to confiscation. 

 
 Propane and other fuels must be approved by the Township Fire Marshall. 
 
 No pets are permitted in the Hall, with the exception of service animals, without express written consent of Licensor. 
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TOWNSHIP OF UPPER PROVIDENCE OFFICE OF THE FIRE MARSHAL 

FIRE DEPARTMENT RULES AND REGULATIONS 
Plans must be approved by the Fire Marshals’ Office prior to any event set-up. Approvals are subject to 

final inspection by a representative of the FMO. A copy of approved plans will be kept on file with FMO and with the event manager. No 
modification of the set-up shall occur once the approved plan has been established without prior written approval on the plans from FMO. 

Inspections will be conducted according to the approved plans 

 
Inspection of the Event 
 
In order to maintain compliance with the provisions related to the Fire and Life Safety requirements, periodic inspections shall be 
conducted by a representative of the FMO. These inspections may include: 

1. A walk-through inspection with the property manager, authorized representative or the Events Coordinator of the facility may be 

required during the move-in/set-up period. 

2. Any violations noted shall be corrected immediately or within the time frame agreed upon. 

3. Daily visits by the FMO (once the event has opened), as well as the township building inspectors, as necessary. Cooking and motor 

vehicle display and use will be spot checked by a representative of the FMO, requirements will be strictly enforced. 

4. During the closing (move-out) and removal of materials used in the Event, a representative of the FMO may inspect for 

maintenance of firefighting accessibility, i.e. exiting and fire lanes. 

 
Specials Considerations 

 
Individual exhibitors shall ensure that their booth is properly constructed. 
 
Drapes, signs, banners, acoustical materials, cotton, paper, hay, straw, moss, split bamboo, plastic cloth and similar materials shall be 
flame retardance or fabricated of inherent fireproof materials. Note: Documentation of flame-retardant treatment or a flame test shall 
be performed when deemed appropriate by the FMO. Oil cloth, tarpaper, nylon and certain plastic materials cannot be made flame 
retardant and their use is prohibited. 

 Pyrotechnics are prohibited 
 Smoking shall be prohibited with the facility  
 Open flames of any kind are strictly prohibited  

 
Any tent, canopy, and/ or structure (other than air supported) inside the Convention Center that exceeds 300 square feet will not be 
allowed. 
 
All LPG/CNG cylinders shall be removed from any RV, trailer and/or motor home as they are prohibited within the building. THIS 
INCLUDED “NEW” CYLINDERS, NO EXCEPTIONS 

 
Crowd Managers and Standby Personnel 
 
Crowd managers shall be provided for events where more than 1,000 persons may congregate. The minimum number of crowd 
managers shall be established by a ratio of one crowd manager to every 250 persons.  
 
*Where approved by the Fire Code Official (Fire Marshal), the ratio of crowd managers shall be permitted to be reduced where the 
facility is equipped through-out with an approved automatic fire sprinkler system or based on the nature of the event, currently the 
FMO is allowing a ratio of 1 to every 500 people.  
 
Crowd managers shall be trained by the Fire Marshal’s Office or have an equivalent training approved by the Fire Code 
Official 
 
When, in the opinion of the Fire Marshal, the safety of the public is imperiled, due to the number of the persons present or the nature 
of the activity, the owner, agent or lessee shall employ one or more FMO approved persons to perform the duties of standby 
personnel. Personnel will be bulled at the current township approved rates. 
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Storage 
 
Storage of packing materials and surplus literature must be confined to areas away from the display locations. These locations must 
be coordinated with the Convention Center and approved by the FMO. 
 
Combustible Waste 
 
Containers for combustible waste must be provided and emptied at the end of each day or at more frequent intervals if determined 
by FMO to cause hazardous conditions. 
 
Stopping Event 
 
Upon finding any overcrowded condition or obstruction in aisle, passageways, or other means of egress (exiting), or upon finding any 
condition which constitutes a serious menace to life, the FMO shall cause the performance, presentation, spectacle, or entertainment 
to be stopped until such condition or obstruction is corrected. 

 
Structures and Exhibit Booth Requirements 

 
1. All decorative material, such as, but not limited to, drapes, theater curtains, signs, banners, acoustical material, hay/straw, split 

bamboo, plastic cloth, canvass, cardboard, etc. shall be of non – flammable material or shall be treated and maintained in a flame 
retardant condition by means of an approved flame retardant solution. Single hay bale will be allowed if it is properly treated with 
fire retardant. Plastic cloth and certain other plastic materials, tar-paper, nylon, oilcloth, etc. cannot be rendered flame retardant 
and are prohibited. Flame retarding treatments may be obtained from some fire protection companies listed in the Yellow pages 
of the phone book. Any decorative material that is not inherently or manufactured flame retardant (labeled) shall be subject to 
testing. Materials in violation shall be immediately removed from the building. 
 

2. All electrical fixtures and appliances must be approved in accordance with the National Electrical Code. Only fused multi-plug 
adapters will be permitted. Electrical code stipulations that will be rigidly enforced include: 
a) Three wire (grounded) cords shall not be plugged into two (2) wire extension cords 
b) Extension cords (zip cords) shall not run under carpets/rugs unless designed to  
c) There shall be a three (3)  foot clearance from lights to any combustible materials 
d) All electrical plugs, cords shall be free from defects. Only listed electrical devices and cords shall be allowed. Homemade 
items will not be allowed and may be confiscated. 

 
3. Combustible materials that are 3/8-inch or more in thickness or glass may be used without flame retardant treatment. Exception: 
paper products, such as cardboard, or foam products. 
 

4. Booths and other structures shall not be constructed with any roof, ceiling or other obstruction without approval of the FMO. 
Structures having over 120 square feet or roofed area shall be provided with a wireless facility smoke detector. Maximum aggregate 
size 300 square feet canopies shall be rendered flame-resistant. Minimum of 10-foot separation is required between each 300 square 
foot aggregate of canopies on all sides. An aggregate area exceeding 300 square feet will not be allowed.  

 
5. All required “EXIT” signs shall be visible at all times from any location in the room. Drapes, curtains or displays shall not block 
signs.  
 

6. Exits and aisles shall be free of obstructions. Aisles shall be a minimum of 8’ wide with 10 ‘ for the perimeter aisles in the Exhibit 
Halls and a minimum of 4 feet wide in Meeting rooms and Ballrooms. Booths (2) exeunt remote from each other. 

 
7. Fire extinguishers and fire appliances shall be maintained clearly visible and accessible at all times. A minimum of 3feet clearance 
shall be provided. 
 

8. Aggregate booth square footage totals of 400 or more square feet shall have a minimum 2A: 10B: C extinguisher available. 
Additional fire extinguishers may be required. Fire Extinguishers shall have a current inspection tag, even if new. Extinguishers must be 
readily accessible and ready for use.  
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9. The event manager and promotor shall assume responsibility for and shall advise all exhibitors that booths, stands, and their 
respective areas shall be cleaned of combustible rubbish daily or as necessary. Combustible display materials shall be limited to a one-
day supply. The numbers of persons allowed to attend participate, and fixed seating capacity.  
 

10. Pressurized tanks and other similar hazards shall be properly secured to prevent tipping over or damage (i.e.: helium tanks) 
Portable holders will be allowed. 

 
Display of any Motorized Vehicles  
 
Display of any motorized vehicles shall comply with the following and may also have to comply with additional rules and regulations 
required by the Fire Marshal: 
 

1. No vehicle, motorcycle, lawnmower or appliance that utilizes a combustion engine of any kind may be started or operated within 
any assembly building during show hours without approval of the Fire Marshal. 
 

2. All fuel tank openings shall be locked or sealed in an approved manner to prevent escape of vapors. Where it is not feasible to seal 
or lock the opening, the fuel tank will be emptied. Draining of the tank shall not occur within the building. 
 

3. Adding or removing fuel within the facility shall be prohibited. 
 

4. At least one battery cable shall be disconnected and taped to prevent contact with the battery terminal. 
 

5. Fuel in the fuel tank shall not exceed one quarter or the tank capacity or 5 gallons (18.9 L), whichever is less. 
 

6. When a compressed natural gas (CNG) powered vehicle is parked inside the exhibit hall, the following conditions shall be met: 
 

a) Close shutoff valve or valve outlet of CNG vehicle container and operate engine until it stops. The valve shall remain closed while 
the vehicle remains indoors. 
b) At least one battery cable shall be disconnected from the battery used to start the vehicle engine and taped to prevent contact 
with the battery terminal. 
 

7. Vehicles, boats, and similar exhibited products having over 120 square feet or roofed area shall be provided with wireless facility 
smoke detectors. 

 

Cooking/Warming and Heating Devices:  

 

Cooking and / or warming devices that produce grease laden vapors shall be electric. Exception: Approved cooking devices that use no 

more that (2) 10-ounce non –refillable LPG containers having maximum water capacity of 1.08lb per container connected directly to the 

appliance at any time, shall be allowed. Containers shall not be manifolded.  Sterno may be used for warming trays. Other open flame 

devices are prohibited. Cooking devices shall be approved by a recognized testing laboratory (i.e. UL or FM).  

 

1. Cooking/warming devices, and/or heating products shall be isolated from the public by either placing the device a minimum of 
four (4) feet back from the front of the booth, or providing a sturdy, mounted separation shield between the device and the public.  
 

2. Individual cooking/warming devices shall not exceed 288 square inches of surface area. 
 

3. The surfaces on which cooking or cooking appliances are located shall be constructed and arranged such that proximity to 
combustibles will not pose a fire danger. 
 

4. Fire protection shall be provided with any booth utilizing cooking/warming devices without vegetable or animal oils and fats. Each 
device must meet one of these two (2) requirements: 1.) a class K fire extinguisher and a lid for smothering, or 2.) an approved automatic 
extinguishing system (hood system). Note: For multiple devices, one class K extinguisher per booth is acceptable, but each device must have 
a smothering lid. Extinguishers shall be no more than 30’ from the cooking equipment.  
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ADDITIONAL REQUIREMENTS MAY BE NESSECARY AS DETERMINED BY THE FMO 
 

The Township of Upper Providence Department of Fire and Emergency Services, Office of the Fire Marshal has created this document 
to assist in your safety by developing a fire and life safety plan. This plan SHALL be evaluated annually and updated as needed to 
maintain its effectiveness. It SHALL be the responsibility of the Owner/ Owners representative, Occupant/Tenant and or the Show 
Promoter(s) to review and acknowledge the information herein.  

 
General Fire & Life Safety Considerations 
 
An alert and educated individual is the most valuable resource for fire protection. Fire hazards arise from unsafe conditions and 
practices that may occur throughout the facility. Every individual has a responsibility and vested interest in making a concerted effort 
to correct unsafe conditions and practices. Unsafe conditions/hazards include, but not limited to: 
 
 EXITS: Never block exits, even temporarily. No obstructions shall be places in front of exits. 
 CORRIDORS: Corridors, hallways and aisles shall be kept clear of all obstructions which may present a fire hazard and or /impede 
escape routes. 
 STORAGE AREAS: Areas used for storage shall be kept clean and orderly. Accumulation of trash, rags, or debris of any type is a 
hazard and an unsafe condition. 
 EQUIPMENT:   A. Electrical cords should be placed away from aisles or other pedestrian walkways. 
  B. Never use electrical cords that are frayed or have exposed wiring 

  C. Do not overload electrical outlets by using multiple extension cords, etc. 

  D. Perform regular maintenance on all equipment. Promptly remove/repair defective equipment 

  E. Understand and use all pertinent safety precautions when using electrical appliances and equipment 

 Fire Lanes: Never block or allowed to be blocked, as these are vital to life safety and firefighting operations. 
 

The above information does not constitute a comprehensive fire safety checklist; any unsafe condition/hazard shall be brought to the 

attention of the appropriate supervisor for abatement. If the unsafe condition is not abated, the Township Fire Marshal’s Office shall be 

notified.  

 

Fire Protection Systems 

 

The facility is protected by both an automatic fire sprinkler system and an automated fire alarm system. At no time shall any fire protection 

system be disabled or taken out of service. Failure to maintain the fire protection systems may result in the IMMEDIATE evacuation of the 

building and termination of any events taking place. While extremely efficient, these systems do not ensure all fire situations will be 

suppressed. To ensure the safety of employees and occupants, the Department of Fire and Emergency Services requires the complete 

evacuation of a facility during alarm activation.  

 

Failure to see fire or smell smoke does not mean a threat to your safety is not present. Alarm situations could be the result of: 

 Fire 
 Natural Disasters 
 Threats of Violence 
 Gas Leaks 
 Hazardous Materials Incidents 
 

SPECIAL NOTES FOR ALARMS AND SPRINKLERS: 

(1) ** NO FIRE ALARM ACTIVATION SHALL BE RESET PRIOR TO THE ARRIVAL OF THE FIRE DEPARTMENT** 
FACILITY MANAGEMENT PERSONNEL (MAINTENANCE FROM SUBURBAN MANAGEMENT) MAY SILENCE THE ARM ACTIVATION ONLY 

AFTER THE PREMISES HAS BEEN EVACUATED, THROUGHLY EXAMINED AND NO EMERGENCY EXISTS. 

 

(2) ** NO FIRE PROTECTION SYSTEMS SHALL BE REMOVED FROM SERVICE WITHOUT FIRST NOTIFYING THE FIRE MARSHAL’S 
OFFICE** VIOLATIONS ARE SUBJECT PROSECUTION BY THE TOWNSHIP AND MAY INCLUDE POSSIBLE FINES AND COURT COSTS AS WELL 
AS FACILITY CLOSURE UNTIL RESTORED. 
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RESPONSE TO EMERGENCIES 

 

In the event of an alarm activation or fire, occupants should proactive the procedures associated with the acronym “RACE.” 

R.: Remain Clam: Do not panic. Rescue persons in immediate danger. 

A.: Alarm… Activate the nearest MANUAL PULL STATION and notify the fire department by dialing 911 (I want to report a fire at) 

C.: Contain fire at point of origin by closing all doors and windows.  

E.: Evacuate the facility using established procedures. Extinguish fire by using a portable fire extinguisher. (Unless you have been properly 

trained, never attempt to use a fire extinguisher) Never attempt to extinguish a fire unless you can do safely.  

 

DISCOVERING A FIRE OR OTHER EMERGENCY 

 

At all times, when following any emergency procedures, ensure that you are out of danger before trying to complete an emergency tasks. 

Employees and occupants are requested to put their life safety before any other goal during fire emergencies.  

 

If a fire or other emergency is identified 

 

(1) Pull the nearest alarm immediately  
(2) Use a phone away from any fire, smoke or emergency. 
(3) Call 011, advise the operator that there is fire/emergency (of approximate) size and location; building name, address, etc 
(4) Exercise the appropriate evacuation plan If you have been property trained in the use of a fire extinguisher: 
(Fire extinguishers are located throughout the facility in tamper resistant cabinets, SEE FIRE PROTECTION DEVICE LOCATIONS ATTACHMENT 

for exact location) 

(1) Retrieve the closet fire extinguisher 
(2) Upon retrieving the fire extinguisher, use the procedures associated with acronym  
PASS  

Pull pin from extinguisher and hold extinguisher 6 to 8 feet from the fire  

Aim the nozzle at the base of the fire  

Squeeze the trigger 

Sweep the extinguisher hose back and forth until the spray puts the fire out completely, or until the extinguisher is emptied.  

(3) Once the fire is extinguished or if the fire fails to extinguish, EVACUATE the facility to a safe area.  
 

**ALL fires SHALL be reported the Fire Department** 
NO EXCEPTIONS 

 

EVACUATION GUIDELINES 

 

(1) Prepare and evacuate the building by way of the nearest emergency exit. Walk; do not run. -SEE ATTACHED AND POSTED 
EVACUATION ROUTES 
(2) Close but do not lock all doors as you leave.  
(3) Before exiting through any closed door, check for heat and the presence of fire behind the door by feeling the door with the back 
of your hand. If the door feels very warm or hot to touch, advise everyone to proceed to another exit.  
(4) In the event you are unable to exit the building:  
a. Remain calm; do not panic 
b. Remain low; crawl if necessary 
c. Place a cloth, wet if possible, over your mouth serve as a filter 
d. Signal for help from a window if possible by using a towel, clothing, sign etc. 
(5) Upon exiting the building and proceeding to a safe area, remain at least 20 feet away from the building walls and overhangs. Do 
not block any driveways, as Fire Department personnel will need access to these areas. Employees are requested to report to their assigned 
assembly areas as defined by your Supervisor. 
(6) Assist visitors during alarm/ emergency situations. Visitors may not be aware of exit/ alternative exits and the procedures that 
should be taken during alarm situations. Employees should calmly inform visitors of the proper actions to be taken and assist them with the 
evacuation. 
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Marketing Tips to Maximize Your Show Participation… 
 

  Direct Mail / Email Campaigns: We can work with you to develop postcards, newsletters, coupons, e- newsletter or 

advertisements promoting your participation in the show and encouraging people to visit your booth. This is a great way to start 

building buzz if you are launching a new product, offering exclusive savings or just want to increase traffic to your booth. 

 

   In-Store Flyer Distribution: Promote your participation in the show and offer your customer an online discount to 

attend the show 

 

  Stickers: Print up stickers with your booth number and the show name, date and facility name. In the months before the 

event, affix the stickers to all communications – invoices, letters, packages etc. Provide each sales person with a batch of stickers, 

too. 

 

  Website Link: Be sure your website is linked to www.phillyhomeandgarden.com / Create a mini – site off of your 

company website that describes your activities at the upcoming show. Include product announcements, show hours, contact 

information for staff working the show, speaking engagement schedule – whatever will inform or excite your customers and 

prospects. 

 

  Invitation:  Send a letter of invitation, complimentary show passes and a map of the exhibit hall with your booth location 

highlighted. Stretch the benefit. Don’t say “visit us at booth number x.” Say why recipients should take the time to visit with you. 

Are you offering a show special? Launching a new product? What is in it for them? 

 

  Show Appointment Book: Set up appointments with your key customers at the show. Send a handwritten note to 

your customers reminding them of your appointment. 

 

  Prizes: Offer a time – limited incentive to create a sense of urgency. “The first 30 people to visit our booth will get a 

special prize!” Or, send your hot prospect list a coupon for a free gift that they can pick up at your booth. 

 

 

  Personal Call: Have your sales reps personally deliver show invitations and / or complimentary tickets to customers and 

hot prospects. 

 

For More Information on Marketing Opportunities Please Contact: 
Jenna Naffin; Assistant Show Manager, 1.855.856.7469 ext. 102 or email jennan@mpeshows.com with any questions 

http://www.phillyhomeandgarden.com/
mailto:jennan@mpeshows.com

