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Exhibitor’'s Assistont
The best way to plan and manage your shows and exhibits

Exhibitor’y A ssistant, is the premiere exhibit and convention planner for all organizations that exhibit in trade shows or
conventionsExhibitor’sy Assistant gives youall the tools to effectively plan for the personnel, facilties, equipment,

budgets and subcontractors required for both current and future events. You can even create a Milestone Exhibit Schedule for
your exhibits for initial construction or refurbishing or a Meeting Milestone Schedule so you can carefully plan the tasks for
each meeting.
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schedule, featured products, literature
required, shipping and rerouting
information, special events, hotel
reservations, and representative assignments, to name éfeivibitor’sy A ssistanitnot only saves substantial
administrative time, it provides a logical focal point for all exhibit/convention information you need.
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Detailed information can be recorded for

each event including description, physical size, configuration type, value, space cost, deposit and balance due, critical install
and dismantle dates, special services, shipping and rerouting destinations, special services, persons representing the company,
and facilities required.

Give your people a concise “picture” of the event with a 2-sided Representative’s Information pamphlet that even includes an
Expense Report to record their expenses.

Information in this pamphlet includes:
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Features included with Exhilitor’s Assistont

a 3-5 minute videos to let you quickly learn how to use it
a Set up password authorization for each user and whether each individual should have full write, partial write or read
only ability for the documents

a Create a holiday calendar to identify national, company and floating holidays

a Record your own suggested improvements so we can always provide the exact product you desire

a Year-End Cleanup to start fresh each year with that year’s exhibits and conventions
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Create Milestone Schedules for each meeting or exhlbit 222 ; : ’ i e
build or rebuild by item so you are always aware of the ' '
status of these critical item,s.

Reports available from Exhibitor’ sy Assistantinclude:

Add Mew ltem

Print Report

Routing Itinerary Instructions - for both your file and a vendor’s copy

A 2-sided concise Representative’s Meeting Information handout containing essential data about the exhibit or
convention.

Meeting Agenda for Current Year

Future Meeting Agenda to plan for subsequent years

Client Event Details for the the selected Destination Management Company (DMC)

Contractor Bid Approval

Rooming list letter and summary

Representative’s Meeting Information

Summary Meeting Information

Meeting Budget Form - defining the budget for last show, this show, actual this show and recommended next show
Monthly/Yearly Budgets versus Actuals by month

Exhibit Milestone Schedule for new construction and refurbishing

Exhibit Meeting Schedule

Promotional Material Request Letter

Miscellaneous letters you can quickly generate such as a request for promotional material

Management reports including summaries of meeting budgets, annual meeting list for each representative, meetings
attended by month or year, client events and contractor bid approval.

You'll be amazed at the low cost of this comprehensive product.

To obtain a demonstration @&xhibitor’s Assistantor to get more information about this marvelous tool, simply go to
www.ExhibiConlinstitute.com

on Institute p.O.Box 113

New Hope, PA 18938
215-862-9805




