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Setting up your stand:
step by step
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Part 1: Thinking about exhibiting?
Part 2: The benefits of sponsorship
Part 3: Exhibitors/Sponsors welcome pack
Part 4: Instructions for Expo Days
Read all four sections
of the Exhibitors Guide:

Exhibitors Guide
Last update January 2020
Ealing Business Expo, the biggest business
event in Ealing, West London, is
brought to you by:

Contact
us
NETWORK
The

For more information, email:
info@contactusealing.co.uk

Scan this QR code with
your phone camera
to tap through to
ealingbizexpo.co.uk/
exhibit, then follow the
link to each PDF

What to expect when
you’re exhibiting
Suggestions for setting up on Expo Day/s to
make sure you’re as prepared as you need to be

I

f this is your first time exhibiting at
Ealing Business Expo, you may be
unsure of what the venue set-up will
be like, or even what time to get there.

familiar with it. Printed copies will be
distributed on the day, and most of the
information will also be in our event app,
and on our website as well.

Hopefully you will have been able
to attend our Exhibitors Training
Workshop, where we go into a lot of
practical details about the stand space
and how the event will run.

3 Leave enough time to set up

If you didn’t make it to the Workshop,
be sure to get your hands on the
presentation notes, and also to read
through the following tips.

1 Know your stand, and your day
What size stand are you coming to set
up: a half-stand or full stand? Study the
illustration opposite so you see how
much space you have to play with. Note
that it is not a shell scheme.
Which day are you exhibiting: Monday
or Tuesday, or both? If you show up on
Tuesday for a Monday stand, you will not
be able to exhibit. If in doubt, check your
invoice. All the details are on there.

2 Study the Expo Guide
The event guide magazine will be
published online about a week before
the Expo starts, so look out for the
issuu.com link to it, which will be sent
via email and on social media.
The Expo Guide will show your stand
position on the floor plan and have
timings of the day’s schedule, i.e. who,
what, when and where the speakers and
presentations are, and the times of the
speed networking sessions.
Not only are you likely to need this
information yourself, but there will
always be someone asking you “where
is so-and-so”, so it’s useful to become

The exhibition opens at 11am, so you’re
advised to get to the venue latest 9am.

4:30pm - Exhibition closes
4:45pm - Final packing up. All Expo
materials must be cleared away.
Note: If you are exhibiting both days, the
main parts of your display can be left in
place overnight on Monday.

5 Parking information

There are no trolleys, so take care
packing your exhibition materials so
you can carry them yourself from the
car park. Come into the venue, park (if
you have come with a vehicle), register
your vehicle at the hotel reception
desk, enter the Exhibition hall, which is
the Ealing Suite, and look for the sign
showing where your stand is located.

Exhibitors have been promised free
parking on condition that each vehicle
registration number is typed into the
parking machine at the hotel reception
desk, and you alert the staff that you
are an Ealing Business Expo exhibitor.
Otherwise you will be fined.

Decorate your stand with a multi-level
display: flyers can lie flat on the table;
leaflets and cards can be in stands on
the table; and you can have a banner or
poster stretched out across the display
board behind you. Try to have something
“3D” on the stand, such as samples,
or a piece of equipment. Failing that,
balloons can make a big difference.

See map on p4. Our video from last
year still shows the various transport
options: youtu.be/zz84fUSL5Sg

4 Hour-by-hour breakdown
11:00am - Ealing Business Expo opens
to the public.
1:00pm - Takeaway lunch only for
exhibitors, in the Townshend Suite. It
is a simple lunch, but if you would like
something heavier, visit the W5 Bar and
Grill restaurant on site.
The hotel’s Ealing Bar in the Foyer
area will also be open all day, offering
Starbucks coffee and a selection of
snacks. Outside the hotel, the next
closest eating places are five minutes’
walk away, near to Ealing Common
station, and include Mugi Cafe, Nando’s
and Costa Coffee.

6 Getting to the venue

Also consider using the Slide Ealing
service.

7 Other handy bits of advice
Be careful not to leave your belongings
unattended during the Expo – the
organisers can take no responsibility
for loss or damage. Check that you
have the right insurance in case of any
sudden mishaps.
If you are planning to sell products at
your stand, bear in mind it is an Expo
and not a market, and conduct the
transactions appropriately.
If you or anyone close by during the
Expo ends up needing first aid, seek
help directly from the hotel staff at the
Reception desk.
Keep in touch: download and get familiar
with our Expo app (via Ugenie) and/
or join our exhibitors-only WhatsApp
group for feedback and support.

Connect via
the hashtags
Social media is a big part of the
promotion around the Ealing
Business Expo.
Feel free to follow and join in with
our hashtags across Twitter,
Instagram, Facebook, LinkedIn and
YouTube:
• #EalingBizExpo is in nearly all our
posts, sometimes we get specific
with #EalingBizExpo2020
• #MeettheExhibitors is a thread on
Twitter that introduces information
about the Expo exhibitors
• #RetweetSaturday happens on
Saturdays – that’s when we share
posts from exhibitors and sponsors
• #ExpoPoll takes place during
#EalingHour on a Tuesday 8-9pm,
and asks a ‘question of the week’
• #ExpoHour is a Q&A one week
before Expo Day: 16 March, 8-9pm

Ideas for props
Still no idea how to decorate your
stand? Try a couple of these:
• get materials printed in advance:
posters, leaflets, pens, notepads
• go vertical: a roll-up banner is like
your stand identification, and there’s
room for two in your booth
FULL
STAND

HALF
STAND

HALF
STAND

Stand checklist
Full stands come set up like this:
6ft x 4ft floor space with 5ft x 2ft
table, white tablecloth, 2 chairs,
3 sides of full height velcro-friendly
display boards/booth dividers, and
space for up to two pull-up banners
(banners not supplied!).
Premium stands (sponsors) are set
up like Full stands, but the furniture
can be removed if desired.
A half-stand shares a table with
one other business, and has one

chair and space for one pull-up
banner, but no display boards.
Each table can be connected to the
electricity supply, either directly or
via extension cords.
Lunch and refreshments will be
provided. Details of this to be
confirmed.
Very important: register your
car number details at the hotel
reception desk, or you may be fined.

• combine different sized banners:
table-top (A4 or A5), and 6ft high
• attract attention with bold
colours, lights, bunting
• include something with movement
e.g. an iPad screen with your video
(with subtitles) on loop, or a visual
electronic game; or a fan blowing on
glittery streamers
• does your business have a physical
aspect, e.g. if you’re a computer
repair shop, take apart a computer
to show what it looks like inside
• most people will respond to the
fun element: a juggling game, puzzle,
cards, lucky dip, or quiz, to attract
visitors to your stand, and help them
remember you
• do a prize draw from your stand

Could anything
go wrong?
Everything is not always going to be
perfect all the time. Bear these notes
in mind in case something happens to
go wrong:
• event cancellation: in case you
need to pull out from the event, or we
need to cancel or postpone; see our
Cancellation Policy at
ealingbizexpo.co.uk/exhibit
• trouble on the day: we strongly advise
you to take out suitable insurance
coverage before the event
• low footfall: bad (or too good!)
weather, transport strikes, snap
elections – these can all affect how
many people turn up, and how long
they stay, and it’s not necessarily a bad
thing if too few people attend; in that
scenario, be aware that you can make a
much more lasting impression if you can
devote more time to each visitor
• low perceived ROI: your return on
investment may not present itself
immediately; give it time

Practical, on-the-day tips
1. Wear comfortable shoes. But not casual footwear like trainers and slippers.
2. No phones at the stand. And no sitting either – it makes it look as though you
don’t really want to be there and don’t want to talk to anyone.
3. Arrive early on your Expo Day/s. More minute-by-minute details about the day
will come in a newsletter closer to the date.
4. Bring your own water and a snack. Depending on how busy the day is, you may
not get a chance to leave your stand in order to get some vital supplies.
5. Smile when people come by. But wait for them, don’t grab them.
6. Wear a name tag. Make sure your name is written in nice big letters.
7. Participate in the event to make the most of being there in person. Move
around and see what else is going on; talk to other exhibitors; join in any or all of
the five (5!) speed networking sessions; attend seminars.
8. Post something positive on social media: Include the hashtag #EalingBizExpo,
and if you can, tag us at @EalingBizExpo on Twitter, Instagram and Facebook.

The money’s in
the follow-up
Following-up is the process of turning
a hot new business lead into a
potential client. Here are a few ways
of doing that:
- Connect with your new lead on social
media. Start with LinkedIn, as your

photo will help jog their memory;
follow them on Twitter, Instagram, and
Facebook, and engage with their posts
- Send email and make a phone call if
the connection feeling is mutual
- No need to follow-up with everyone
you meet, just focus on the hot leads
- Take up their free offer if there is one,
and maybe offer something in return
- Send us feedback about Ealing
Business Expo 2020: fill in the online
survey when you receive the link

