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Congratulations to you for taking the time and effort to get the most from your participation in the Business Expo!  
While your competitors are slashing their advertising budgets, they are taking themselves out of the race!  The Business 
Expo is your chance to give y our company the competitive edge in today’s market.  
 
History:  

·  Expo started in 1991 with 28 booths and was held at the Hamiltonian Hotel. We have grown to 80+ vendors.  
·  Expo is a great networking resource and venue to advertise your company. 
·  You can’t afford not to participate in the Business Expo.  
·  Expo is your opportunity to promote your products and services to a diverse community of Chamber Members, 

potential customers, business & community leaders, decision makers, government officials and the general public. 
 
Expo Guidelines: **IMPORTANT**  

·  The Expo is a display and marketing event and for the FIRST TIME retail sales ARE PERMITTED .   
·  Please plan to have at least one company representative at your booth at all times. It’s better to have 2 reps. One 

can walk around and network and one can stay at the booth.  
·  Only the company registered for Expo can distribute information at Expo.  Businesses that are not registered for 

Expo CAN NOT have literature or representatives at another company or share a booth.  
·  Attendance is about 600-800. How many people can you talk to during the Expo?  Have enough give away items 

for each person you talk to and those just picking up give away items. Be creative with your give away items!!  
They don’t have to be expensive.   

·  If you are selling product(s), keep these items separate from the give away items. Mark items for sale with 
signage.  

·  Visit the Exhibitor lounge if you need to get away for a few minutes to make a phone call or get food/drink.  
 
Info about your booth & Expo:   

·  The booth is 6' deep, 8' wide with 8' drape in the back & 3' draped 
sides. The booth will be set up before you arrive.  

·  One 6' skirted, covered table, one chair and signage are included  
·  Pre-order extra chairs, tables, electric and company name signage. 

(tables & chairs are an extra cost) 
·  Expo drape will be alternating black and white with black table skirts. 
·  The theme is auto racing with checkered flags and race cars, etc.  

“Finish First at the 2009 Business Expo” is the Expo tag line.  You can 
decorate your booth around the auto racing theme. Including employees 
dressing up for the theme.  (i.e. dress as a race car driver)  

·  Restaurants and caterers will be providing samples of delicious food during the Expo. 
·  We are expecting 600-800+ visitors this year. 
·  It is important to engage with the visitors and with your fellow attendees.   Sell your products or services. This 

can be products, services, memberships, volunteers, etc.  Set a goal for your business.  
·  Set up will be on Wednesday, July 15th from 2:00pm – 5:00pm.  
·  NEW – visit the Horizon Entertainment booth during the Expo and make an announcement to invite guests to 

your booth, promote a new product or announce your booth’s drawing.  
 

Please post the Business Expo on your web site or post in a prominent area at your business to help us promote the 
event.  Invite your customers, clients, or members to attend the Business Expo to support your fellow Chamber Member 
businesses participating in the Business Expo. (even if you are not attending or participating in the Expo) 
 



Tips for a successful Expo Booth: 
·  Trade shows can take a lot of time and energy. When done well they can attract many new customers and expand 

your relationship with current customers.  
·  Try for an eye catching focal point other than your regular 

signage. Try artwork, flowers, plants or a popcorn machine. Use 
an item to excite the senses. It does not have to be related to 
your business. Give yourself a little WOW! Factor. 

·  Outside of making your booth memorable, what's key to make 
the most of your marketing budget is to collect qualified leads. 
(leads for retail sales, memberships, donations, volunteers, 
whatever applies to your business)  If you go to all the expense 
and effort to make a splash and don't collect leads to follow-up - 
it can be costly. 

·  Have an informed personable and outgoing staff. People that 
will engage the public and sell your products or services. This 
is the first year vendors are invited to SELL PRODUCTS at 
their Expo booth. This can help you recoup the costs associated with purchasing a booth. 

·  Some suggestions: 
1. Make contact with every visitor 

�  Show Your Smile!  Show your teeth to everyone and make eye contact as people come near your booth. 
This conveys warmth and makes it easy for people to approach you. Go out of your way to be friendly, 
energetic, approachable, and connect with all the show attendees. 

2. Success Starts with a Great Opening:   
�  Engage the visitor with conversation, like "why did you attend today?" or "what were you looking for 

today?" 
�  Rehearse your opening statement. Say something that gets people to stop in their tracks and spend some 

time at the booth. Ask a question. “Are you familiar with (name of your firm)?” is a good one. If someone 
says “yes” ask what their experience has been and tell them about any services or products that may be 
new to them.  

3. Assess the needs of the visitor -- do they have a pain or problem that your business can solve? 
4. If so, capture information: 

�  Collect a business card from them and make notes on the back -- or have a clip board with a form where 
you can capture their info. Try to capture the needs of the visitor and info for follow-up. 

�  Gather the Important Info:  Have a drawing. Make it easy for people to enter by dropping their card 
into a bowl. This creates excitement and ensures people will stop at the booth. If people do not have a 
card, provide a form for them to fill out. Make sure everyone writes in all their information: name, 
address, phone, and especially email address. Gathering the contact information of attendees is one of the 
primary objectives of participating in trade shows. 

�  We encourage all exhibitors to offer door prizes at their booth at Expo.  It will be the exhibitor's 
responsibility to determine a 
winner(s) and to contact the 
winner(s). 

5. Follow-up after the event 
�  Follow up immediately on any hot 

leads. Send out a thank you email 
with an additional special offer to 
everyone within two days after the 
tradeshow. Within two days is 
key. Otherwise, they will not even 
remember you. If you wait two 
weeks or two months the 
tradeshow attendees will not even 
remember meeting and speaking 
with you. 

 
 
 



Suggestions for your display: 
·  Put together a great display to really catch the attention of Expo attendees. Be sure to position the display table(s) 

in a way that allows you to easily enter into the pedestrian aisle. Do not put a table across the front of your booth, 
since this puts a barrier between you and passersby. Keep your booth neat and uncluttered. Put out only a few 
materials at a time.  

·  Use the space in your booth: try not to leave any white space.  
Some basics include company literature, brochures, business cards, 
signs and product samples.  

·  Bring extension cords or surge protectors you may require if 
using electricity.  

·  You can use the FREE wireless internet access compliments of 
Badin High School.  

·  You may wish to use videos on tabletop equipment for visual 
impact.  You may also want to use tabletop signs with large 
lettering, bright colors and/or photographs.  All equipment and 
materials are the responsibility of the exhibitor.  

·  Invite your customers/clients to visit your booth at the Expo. .Try sending out an e-mail blast to all of your 
current customers and associates on your mailing list. Tell them that if they arrive at your booth, you will have a 
special gift waiting for them. Many people will take you up on it. Remember, having current customers at your 
booth can supply valuable testimonials and viral marketing for you via word of mouth 

·  Make a check list of things to do and not forget to bring. See attached list.  
·  People Love Giveaways 

o Do not put out large amounts of give away items on your table.  
Set out a small number or hold them in your hand and keep the 
rest under your table. Order items based on the number of 
visitors you will talk to during the day. We have 600 – 800 
attend Expo. Estimate how many people you can talk to during 
the Expo and have an appropriate amount of promotional 
items.   

o Offering a Show Special and prominently displaying 
information about it, can entice people to your booth. Show 
specials also create a sense of urgency to get people to make a 
buying decision right away. You can also introduce a new 
product or service and have a special for attendees who take advantage of this new offering.  

o If all of your materials look like sales materials, they will probably end up in the trash before the 
attendees leave the hall. Give everyone coupons and innovative premiums with your logo. These keep 
your name in front of someone long after the trade show has passed.  

 
What not to do: 

·  Don’t sit down (no matter how much those pups are howling) 
·  Never have food or drinks on the table. Put them on the floor or behind your display.  
·  Don’t talk on your cell phone. 
·  Don’t forget your name tag and to always introduce yourself. 
·  Don’t engage in discussions with colleagues or friends while you are working your booth. You’ll ignore your 

visitors. 
 

Visit www.hamilton-ohio.com/events/Expo.asp for more details about the Business Expo.  
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Questions? Contact Laura Merrill, Expo Coordinator at lauram@hamilton-ohio.com or 513-844-1500.  
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