
 

 

 

 

   

 

First Time Exhibitor Guide 
First-Time Exhibitor Checklist: 

• Exhibitor Resources: The Exhibitor Resource page is located on the event website and can serve 

your starting point for all essential information, and everything needed to exhibit at the event 

can be found here.  

o Booth Order forms (Catering, Internet, Audio/Visual...ie)am  

o Show Managements forms (Line of Sight rules, Exhibitor Rules and Regulations...ie) 

 

• Exhibitor Registration – Access to Staff Registration/Badge allocation as well as viewing Lead 

Retrieval Scans 

o You must login with the password included in the booth confirmation email. 

 

• Exhibitor Hub - NEW THIS YEAR! Each exhibitor has access to the Exhibitor Hub, which is a 

personalized tool used to access all the information needed to plan for the event. You will need 

to log in with the contact email that received the confirmation letter. Then you will create a 

personalized password to access the hub. If you need a reminder, please reach out to Cassidy 

Kaumeyer, ckaumeyer@questex.com 

o In the Hub, exhibitors will have access to: 

▪  Exhibitor’s  task list 

▪ Update your BRE Profile  

▪ Press Releases 

▪ Show Specials 

 

• Exhibitor Services Kit (ESK): The ESK refers to the document produced by GES to help exhibitors 

navigate the event, place GES orders, calculate pricing, and more.  

o The ESK contains information needed to: 

▪ Order booth furnishings (labor and equipment/utilities) 

▪ Shipping addresses for exhibitor freight 

▪ Important dates and deadlines  

▪ Material Handling and Drayage 

▪ EAC Forms 

 

Required Forms : 

o Exhibitor Appointed Contractor (EAC): An EAC is a company other than the official 

general contractor that an exhibitor hires to install and/or dismantle their booth. EACs 

may only provide services not designated exclusive to specific vendors, unions, or 

https://www.barandrestaurantexpo.com/ncbshow-current-exhibitors#ncbshowcurrentexhibitorbasic
https://xpressreg.net/register/brex0324/exhibitor/login.asp?_gl=1*88w1rl*_ga*NTY4MTcyMTUwLjE2OTkzNzQ0ODM.*_ga_DWK06SRPJT*MTY5OTM3NDQ4My4xLjEuMTY5OTM3NjI1NC42MC4wLjA.
https://br2024.smallworldlabs.com/home
mailto:ckaumeyer@questex.com
https://ordering.ges.com/011602457/welcome
https://ordering.ges.com/011602457/eacs


 

 

 

 

   

 

facilities. EACs are also sometimes referred to as booths or exhibit houses. EAC’s are not 

required if booth setup and dismantle is being done by booth personnel.  

o  Booth Approval Form: Each booth must submit a booth approval form outlining the 

exhibitor's projected display and presentation. 

o Insurance Order Form: Each Exhibitor is required to have insurance for the tradeshow, 

you may purchase insurance through rain protection at the link above or submit your 

COI to sales@rainprotection.net 

o Marketing Toolkit – Social Media Badges, Event Logo, Event Description, Event Listing. 

Please reach out to Michelle Osborne, mosborne@questex.com with any questions! 

o Hotel and Travel - Connection Housing is the official housing company for Bar & 

Restaurant Expo 2024. 

 

Know the Important Dates and Deadlines: 

o We recommend creating calendar appointments for discount deadlines, the Booth 

Approval Form deadline, and the event registration deadline to ensure your investments 

are maximized and your move-in goes as smoothly as possible. All dates can be found on 

the Dates & Deadlines document under the Exhibitor Resource tab on the website. 

  

Know Who to Contact - Questex and the entire BRE team is here to assist! Know who to contact when 

assistance is needed.  

• Account Managers - Contract exhibit space - Upgrade or add sponsorships - Make contact or 

account information changes - Questions about payment  

 
Veronica Gonnello, Director of Sales  Tim Schultz, Director of Sales  

Accounts A-G     Accounts H-Q 

vgonnello@questex.com     tschultz@questex.com  

212.895.8244     917.258.8589 

 

Fadi Alsayegh, Director of Sales  

Accounts R-Z      

falsayegh@questex.com      

917.258.5174      

 

• Sponsorship Manager – Kassidy Coburn - kcoburn@questex.com   - Questions about 

sponsorship and booth packages - Participation in Activations 

https://app.smartsheet.com/b/form/2f6523e4f9774473869992b5d30ebb23
https://securevendorinsurance.com/RainprotectionGroupVendor/ApplicantInformation?GroupEventKey=2e6e35b8c3b2
mailto:sales@rainprotection.net
https://www.barandrestaurantexpo.com/ncbshowcom/exhibitor-toolkit
mailto:mosborne@questex.com
https://www.barandrestaurantexpo.com/ncbshow-hotel-travel
https://www.barandrestaurantexpo.com/ncbshow-current-exhibitors#ncbshowcurrentexhibitorbasic
https://www.barandrestaurantexpo.com/ncbshow-contactus
mailto:vgonnello@questex.com
mailto:tschultz@questex.com
mailto:Falsayegh@questex.com
mailto:kcoburn@questex.com


 

 

 

 

   

 

• Exhibitor Services Operations Coordinator – Cassidy Kaumeyer -  ckaumeyer@questex.com  - 

Questions about set-up - Help accessing the Exhibitor Console - Questions about registering 

booth staff  

• GES- GES Service Center - Call (800) 801-7648 International: (702) 515-5970, Monday - Friday, 

6:00 AM - 4:00 PM PST - Placing orders for booth furnishings - Questions about costs or union 

exclusivity.  

• Billing/Receivables - Billing related questions can be addressed to: 

accountsreceivable@questex.com  

  

Train Your Booth Staff - The best way to maximize your success at any event is to have a fully trained 

and engaged booth staff. Attendees have expectations when they come to your booth. Below are some 

tips to get started: 

• Be memorable & enthusiastic! 

• Remember to be professional. 

• Ensure that everyone at the booth is knowledgeable about your products.  

• Remain friendly, smile, and keep a positive attitude. 

• Be courteous attendees are your "guests". 

• Carry and use breath freshener or mints. 

• Avoid chewing gum, eating, and drinking while in the booth. 

• Keep your exhibit space neat & tidy! 

• Don't sit in your booth or lean on the exhibit counters, while working in the booth; you will look 

bored and uninterested in being there.  

• Don't spend time talking, texting, or watching something on your cell phone; you will look 

unapproachable. 

• Make eye contact! Never ignore a prospect, even if you're with another prospect. Give them a 

nod and "just a minute" sign or include them into your conversation. 

• Greet attendees by name. If you can't pronounce it, ask! 

  

Put Together a Trade Show Survival Kit - What to include in your trade show survival kit: 

• Copies of all orders and tracking number 

• Staples, scissors, and tape 

• Pens and markers for labels 

• First Aid kit 

• Bottled Water 

• Place in your freight or carry-on  

  

mailto:ckaumeyer@questex.com
mailto:accountsreceivable@questex.com


 

 

 

 

   

 

Plan for Move-Out – We are utilizing a target move-out for this show. Move-out is often one of the 

most confusing and overlooked parts of trade show management. Each facility, contractor, and show 

come with their own unique move out challenges. Be sure to read the Move-out information here for 

more tips on move-out. Here are a few notes to get you started: 

• Pre-arrange your outbound shipping with a carrier who is familiar with trade shows. 

• Plan Ahead! Contact GES 6-8 weeks PRIOR to the event to discuss the move out process if you 

have any questions. 

• After emptying crates, place empty labels on all sides of your crates and cases. Remember to 

remove old empty labels. Additionally, the empty labels are sometimes color-coded, so make 

sure you get the correct color and be sure your booth number is on each label. This will ensure 

no crates are lost or separated and will speed up move-out. Don’t forget to label your pallets if 

you need them back for return shipping. If they are not labeled, they will not be returned to 

your booth. 

• Please plan your departing flights appropriately. Large shows take time for the crates, pallets, 

and empty boxes to be returned to the booths for load-out packing. It can take 6 hours or more 

for empty crates to be returned to the booth. Loose cartons and fiber cases will be returned first 

so you can start packing. Wooden crates and skids will be next. Material return is random, and 

holding your empty crates during set-up will not get your crates back to you any earlier. If you 

hold your empties, the Floor Manager will warn you first and then have your empties removed.  

  

Additional Tips 

• Keep the total square footage of your booth space in mind when you order decorating items. 

Do not order more than will comfortably fit in your booth and allow you to do business. 

Remember, you are only allowed to use the contracted booth space, not the aisles. 

• If you have multiple exhibit locations, please complete a new and separate order for each 

location (booth, meeting room, etc.). 

• Have a company credit card available to pay all balances due on the show site and for deposits 

on rental equipment. 

• Work Zone - You should know that the show site and surrounding areas are active work zones. 

You need to be careful and keep an eye out for moving vehicles. Company agents and 

representatives are present at their own risk. 

 

https://ordering.ges.com/011602457/moveout_notice

