
Tips & tricks, key dates, checklist, guide to
Tech Talk Rotations and much more



Identify Your Purpose

What is your reason for            
exhibiting at our show? Is it        
to  network with future clients?    
Is it to learn more about industry 
needs and how your company 
can be the solution? 

No matter what the reason, 
exhibiting in front of your core 
audience opens the door to plenty 
of opportunities to hopefully 
help you achieve your strategic      
business goals. 

We want to help you make the most of your investment! We have a checklist,        
tips & tricks and FAQs to help you get started!

Schedule payment 
and review checklist 
due dates

Plan for & design  
for in-booth         
presentations          
& demos

Do you have         
an Emerging                   
Technology 
Session              
presentation?              
Identify:

   • Topic

   • Speaker

Review turnkey booth 
options to help with 
planning

Finalize exhibit 
design

Plan show-related  
advertising (bag 
insert/materials)

Select booth admin 
& booth staff            

Communicate your 
Conference app 
admin & info

Finalize exhibit           
space and booth #

Make flight &            
hotel reservations

Finalize show-related 
advertising & artwork 
(bag insert/ 
materials, collateral, 
order business cards)

Ship insert and/or   
promotional materials 
to show manage-
ment. Due February 
11th, 2020

Submit orders for 
booth carpeting, 
furnishings, electrical, 
etc. as instructed in 
exhibit kit

Start creating 
Emerging Technology 
Session, if applicable

Provide CMA|SIMA
with Emerging    
Technology Session 
information (if  
applicable with 
headshot, logo, topic 
and speaker)

Login & familiarize 
yourself with the 
exhibitor portal in 
the conference app 
(uploading company 
information)

Ship exhibit &          
materials (3 weeks. 
See exhibit kit)

Finalize and send 
booth admin & staff 
info (3 weeks)

Finalize your Tech 
Talk Rotations &    
Presenter Information

Gather attendee list 
& finalize sales plans 
(1–2 weeks)

Finalize show-related 
advertising & artwork 
(on-site collateral)

Determine any    
type of contest or 
giveaway in booth

Work the floor & 
invite attendees to 
your booth

Take advantage     
of show-related 
functions

Attend Track 
Breakout Sessions 
and invite folks back      
to your booth

Have a team     
member assigned 
to your booth at        
all times

Have a minimum of 
2 team members at 
your booth during 
solution demos

Network &         
gather leads

Prep team for Tech 
Talk Rotations

Get Ready to Gather Leads

Whether it is your first time
exhibiting or you’re a seasoned 
veteran, a main objective
typically is for you to gather as 
many qualified and useful leads 
as possible to generate sales and 
build relationships. A successful 
event is the result of having a well 
thought out plan and executing 
on it. The CMA|SIMA is here to 
assist in making the execution of 
your plan possible! 

Pre-marketing

CMA|SIMA will announce and           
promote you on social media.
Prepare to tell everyone you will 
be at the Conference and take 
advantage of the attendee list.
  • Use the Conference app
  • Preschedule meetings
  • Consider an a la carte               
     sponsorship to gain exposure    
     on the floor
  • Create buzz in booth space  
 (Ex: Espresso 
 Bar, Charactures)



Use Built-in Lead Retrieval
The CMA & SIMA want to do everything to make 
your event a success and create the ROI you are 
looking for.

We provide complimentary lead retreival -                 
so get scanning!

The unique thing about the 
CMA|SIMA Conference is that a 
majority of the attendees fall into  
your target audience, allowing you 
to be face-to-face with a captivated 
audience. The floor is set up in your 
favor as an exhibitor. 

  • Scan the QR codes using your  
      app! The full lead report can be   
      exported at any time.
  • Don’t forget — make notes
      about your interactions to aid in
      meaningful follow-ups.

Get Ready to Gather Leads

There are many ways to reach attendees: before, 
during and after the Conference — see how!  

  • Preshow attendee list                      
     - Name, title & company 
  • Conference app - attendees opt in
     - User controls
  • Lead retrieval - scan QR codes on badges
  • Keep leads organized
     - Rate quality
     - Keep notes
  • Face-to-face participation in all events

All networking breaks and receptions 
are held inside the Technology Expo. 
We want our attendees to engage 
with you. Remember to stay active 
throughout the event.

Questions?
Contact Phil McGrath, pmcgrath@cpgcatnet.org, (773) 450.5096



EXAMPLE BOOTH:TECH TALK ROTATIONS take place in the 
Technology Expo on the first afternoon of the 
Conference. The Tech Talk Rotations last a total 
of an hour and no other events take place during         
this time. 

Each booth has theater style seating set-up in front 
for attendees to watch presentations. The rotations 
are fifteen minutes each with a five minute break 
in between for attendees to switch to a new booth. 
You will have the opportunity to present during all             
3 presentation periods.

Make sure you have a clear and 
concise script to save time and 
get your message across in a  
way that is easy to understand 
and exciting.

Maximize your time - check out these great tips!

Be enthusiastic and concentrate 
on your core message. Let your 
audience know you have solutions 
that can help and fill their needs.

Be sure you are refreshed and 
ready to go from the beginning 
for each presentation. Keep it 
simple so you can restart quickly.

Have any collateral ready and 
easy for attendees to take away 
with them. Consider having it on 
the chairs waiting for them at              
the beginning.

Practice. If possible, try practicing 
in front of a group to get some 
feedback. Also try to have 
someone time you, so you know 
you will finish in time.

Keep your booth clean and 
organized so your messaging is 
clear and unobstructed.



Q: What is the timeline for exhibitor move-in 
and move-out?

A: Exhibitor Move-In:
 •Sunday, February. 23, 12 PM – 6 PM
 •Monday, February 24, 7 AM – 10 AM
 Event Opens:
 •Monday, February 24, 10:30 AM
 Event Closes:
 •Wednesday, February 26, 12:30 PM
 Exhibitor Move-Out:
 •Wednesday, February 26, 12:30PM – 4 PM

Q: Can I bring more people to the Conference 
than are included in sponsorship package?

A: Yes, you can bring as many people as you’d 
like! We even offer a reduced rate for addition-
al personnel beyond what’s in your package. 
Please refer to your sponsor prospectus for  
these rates.

Q: Are A La Carte sponsorships available?

A: Yes! We have many additional ways 
to increase your exposure and brand at the 
Conference.  Please contact Phil 
McGrath for additional information.

Q: There are different types of attendee 
information included in my sponsorship package. 
What’s the difference between the pre-show 
attendee list, Conference mobile app list and the 
lead retrieval system?

A: •Pre-Show Attendee List: Depending 
on your sponsorship level, you may receive the 
pre-show attendee list 1 to 3 weeks prior to the 
Conference. Weekly updates will be emailed 
with the most up-to-date attendee information. 
Information on the attendee list includes name, 
job title and company. Please consult your  

sponsorship prospectus for timing information 
related to your access.

•Conference Mobile App List: Attendee 
information can also be found within the 
Conference App. This is an opt-in option for 
attendees, who individually control what 
information is shared.

•Lead Retrieval System: The lead
retrieval system offers unlimited lead scanning, 
immediate access to leads and the ability to 
measure booth activity both during and after the 
Conference. Information within the system may 
include name, job title, company, email, mailing 
address and/or phone number. Please note that 
due to changing privacy laws, this is an opt-in 
option for attendees, who will choose which 
information to share via lead retrieval.

Q: What comes included in my booth?

A: All booths will come equipped with a       
6’ x 4’ table, 2 basic chairs, electrical (5 amp 
drop with power strip), a waste basket and 
sign (located above the booth) that will include 
the Solution Provider’s name and booth #. All 
booths (except 20’ x 20’) will also include pipe 
and drape.

New this year, 20’ x 20’ booths will receive 
special-order carpet to delineate their space.

If more power or electrical is required, please 
see the exhibitor kit for pricing and
purchase information.

Fully turnkey booth packages are also 
available for purchase! Save time and 
money!  Please contact Phil McGrath for 
more information about these packages.

Continued



Continued

Q: Are TVs provided in exhibitor booths?

A: TVs and TV mounts do not come included, 
but can be rented for an additional charge. 
Please refer to the exhibitor kit for pricing and 
purchase information for any AV or electrical 
add-ons (additional electric, furniture, internet, 
display fixtures, etc.).

Q: Can I purchase additional tables and chairs 
for my booth?

A: The new standard package includes
(1) 6’ x 4’ table, (1) tablecloth in show colors, 
(2) basic chairs and set-up in your booth prior 
to your arrival. If you’d like to purchase addi-
tional or upgraded tables or chairs, please refer 
to the exhibitor kit for pricing and    
purchase information.

Q: I’ve purchased a turnkey booth, what can I 
expect next? What’s included and what’s not?

A: Once you’ve purchased a turnkey booth, 
a CMA representative will reach out to connect 
you with Freeman and provide graphics and 
artwork guidelines. From there, you will work 
with Freeman to design and build out your 
booth. Please refer to the Turnkey Brochure 
for all features included and notes on item 
substitutions and additions. All turnkey packages 
offer these incredible advantages: 
 •Turnkey rental exhibit & furnishing package    
    at a discounted price 
 •No shipping or material handling cost on 
    Freeman rental items 
 •Exhibit is ready prior to show opening 
 •On-site service before, during and after show 

The only things you will need to be up 
and running are a monitor and some 
extension cords!

Q: Is the Technology Expo Hall carpeted?

A: Yes, the Technology Expo is located in a 
carpeted ballroom. If you’d prefer any alterna-
tive or additional carpeting, please refer to the 
exhibitor kit for purchasing information.

Q: How do I reserve additional equipment  
for my booth?

A: There are two ways:
 
 1. Reserve online at Freeman Online. You 
 will need to create an account or sign-in to 
 an existing account to order. If you’re not 
 sure if you have an existing account, it’s 
 a good idea to check! You can easily 
 search by name by clicking on Create 
 Account. Once signed in, find our show
 by searching “CATEGORY MGMT ASSN - 
 CATEGORY MGMT & SHOPPER INSIG”.

 2.You can call and speak to Freeman
 Exhibitor Services, who will be happy to   
 assist you with any exhibiting needs:
 (888) 508-5054.

 In either case, order early!
 Early-order discounts are available  
 through January 31st, 2020.



Q: How do I ship materials for my booth 
to the Conference? 

A: This year, we are working with Freeman 
to provide expo support. Freeman will accept 
crated, boxed or skidded materials beginning 
Friday, January 24, 2020. Any shipments that 
would be received after February 18 will need 
to be drop-shipped to the Conference venue 
and will incur additional charges. Please contact 
Freeman for more information if your packages 
will arrive later than the February 18 deadline.

Freeman Warehouse Shipping Address:

Exhibiting Company Name / Booth #_________
Category Management & Shopper Insights Conf
C/O FREEMAN
5130 CASH RD
DALLAS, TX 75247

Q: When and how much collateral do I need 
to send? Where do I send it?

A: Collateral and promotional products are
to be shipped to Freeman, arriving no later than 
February 12, 2020. 800 pieces of collateral is 
suggested. If we do not receive enough for all 
attendee bags, we will fill as many bags as we 
can. If we have excess collateral after the bags 
have been filled, we will return it to your booth 
on the last day of the Conference. In addition
to the ad-insert, promotional products are highly 
encouraged to boost attendee interest in your 
brand. Examples include pens, flash drives, 
chap stick, etc.
Collateral & Promo Product 
Shipping Address:

SHOW MGMT
Category Management & Shopper Insights Conf
C/O FREEMAN
5130 CASH RD
DALLAS, TX 75247

Q: What are the print and
promotional deadlines?   

A: All CMA deliverables must be in 
hand by February 12, 2020.

Q: What happens if I miss the deadline? 

A: The CMA will make every effort to include 
your information and/or promotional materials 
but cannot guarantee that they will be included.

Q: What are Tech Talk Rotations?
How do they work? 

A: Tech Talk Rotations are a series of short 
demos put on by Solution Providers at their 
booth in the Technology Expo Hall. There will 
be 3 rounds of Tech Talks lasting 15 minutes 
each. Attendees may choose to visit any booth 
during the Tech Talks.

Tech Talks will be held on Monday, February 
24, beginning at 4:45 PM and ending at 6 PM.  
During this time, no other programming
will occur.
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Q: What are Emerging Technology Sessions? 
How do they work? 

A: Emerging Technology Session
opportunities are included in Diamond,
Platinum and Gold Plus sponsorship packages. 
These 30 to 40 minute sessions showcase a 
case study, market research or industry study.
All presentation materials are to be provided
by the Sponsor.

Breakout rooms will come equipped with a
laptop (you may choose to bring your own
computer, as well), a room monitor, podium, 
wireless microphone and large screen. 
Sponsors are responsible for bringing their 
presentation materials to their breakout session. 
If you have any additional AV requests, please 
notify Phil McGrath prior to the Conference.

Q: Will you be giving away prizes? Can I 
give away my own prizes? 

A: The CMA will be offering raffle tickets to 
attendees who visit Solution Provider booths. 
Attendees can bring their tickets to the raf-
fle drum and enter to win fabulous prizes. 
CMA-sponsored prizes will be awarded at the 
Tuesday-night Reception. If you’d like to give 
away any prizes of your own during that time, 
we’re happy provide the opportunity! Please 
contact Phil McGrath prior to the Conference 
and we’ll make sure to save you a spot during 
the announcements.

If you have any additional quetions, please contact:
Philip McGrath

Email: pmcgrath@cpgcatnet.org
PH: 773.450.5096


