
Pre-Conference Vendor Update, 02 March 2026



• Exhibitor Portal (Cvent)

• Tabletop Exhibit Requirements

• Vendor Raffle

• Shipping Information

• Exhibit Set Up and Tear Down

• Exhibit Hall Layout

• Social Media

• Lead Capture

• Questions

AGENDA



• What is it? An electronic repository where each vendor with a tabletop and/or 
sponsorship can upload information about their company so that it will be 
displayed in the app at the GCSG Conference 

• You have received an email with instructions
to log into the portal

• Please open the Tasks tab to complete the
tasks listed

• Complete your profile and add content

• Add your registered attendees

• LeadCapture licenses are stored in the portal

• Vendors can pull reports and collect information
from leads in the portal

EXHIBITOR PORTAL



Standard Tabletop Exhibit Premium Tabletop Exhibit

Located in Exhibit Hall, open during scheduled 
networking hours

Premium location in the foyer, right outside the Exhibit 
Hall & plenary session rooms; visible branding and foot 
traffic throughout the event

Recognition as a conference exhibitor on the GCSG 
website

Recognition as a premium conference exhibitor on the 
GCSG website

STANDARD vs PREMIUM TABLETOP EXHIBITS

• Conference logo banners are available for your use in email signatures or on your company 
website, LinkedIn or other social media platforms (Download now!)

• The 2026 US Conference Exhibitor & Sponsorship Agreement on the GCSG website has all the 
details

• REMINDER: The doors to the Exhibitor Hall will be closed during plenary sessions and workshops

https://mygcsg.com/conference/gcsg-2026-us-conference/resources/
https://mygcsg.com/wp-content/uploads/2025/12/2026-GCSG-Sponsor-Exhibitor-Agreement.pdf


• Skirted table approximately 2.5’ by 6’ in size, with 115v power strip/3 prong socket, 
1 chair and Wi-Fi

• No exhibition materials are allowed on the floor

• Tabletop size

TABLETOP EXHIBIT DETAILS
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Maximum height of exhibit = 5’ from 
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Tabletop exhibits 
exceeding these 
dimensions will be 
taken down!



EXAMPLE OF TABLETOPS



• All exhibit materials must fit completely on the tabletop provided (approximately 2.5′ X 6')

• No exhibit materials are allowed on the floor in the exhibit area

• Exhibitors may only install tabletop displays with a maximum height of 5′ from the top of 
the table

• Exhibitor personnel must always wear their registration badges

• Exhibitors are responsible for bringing set-up/tear down materials (scissors/box cutters, 
packing tape, etc.)

• GCSG encourages all exhibitor and sponsor participants to attend sessions and workshops 
to meet attendees, network, build relationships and learn

EXHIBIT GUIDANCE



• GCSG will host raffles with prizes awarded to attendees who scan QR codes provided to 
each exhibitor

• Exhibitors may also participate in a separate vendor raffle by donating a prize; donating 
exhibitors can choose one of the following options to select a winner:

- Request that GCSG select a winner from the attendee QR code scans, or

- Provide the name of a winner directly to the GCSG vendor team

• Prize collection and recognition
- Exhibitors participating in the vendor raffle should submit their donated item (e.g., gift card, 

wine, AirPods, iPad) to GCSG on Wednesday morning, prior to the raffle

- Raffle drawings will take place during Wednesday morning and afternoon plenary sessions

- The donating company’s name will be announced when the prize is awarded

• You are free to conduct your own prize draw at your tabletop exhibit

VENDOR RAFFLES

Do not leave the QR Code at your tabletop when not present, as attendees will scan it without talking to you



The process is different from previous years

• Exhibitors are advised to use a drayage company to ship tabletop materials to and 
from the venue; there is no hotel or FedEx support on Sunday 25 April

• Sponsors should reach out to sponsorshiphelp@gcsg.com for questions regarding 
shipments of any materials for their sponsorships

Shipping Materials To And From The Venue

mailto:sponsorshiphelp@gcsg.com


Neither the resort nor GCSG will accept responsibility 
for your material shipments

• Materials shipped for the conference require a GCSG 
shipping label; this template is available on the on the 
Resources page website

• GCSG is partnering with SITE Event Logistics to help ensure 
your shipment is delivered on time to your tabletop

• SITE Event Logistics is a recommended supplier NOT 
affiliated with GCSG

• Contact: Dean Haddow at dean@siteeventlogistics.com 

The FedEx office at the hotel is NOT open on Sundays

INBOUND SHIPPING MATERIALS TO THE CONFERENCE VENUE

Any updates will be communicated on the website and through Cvent

https://mygcsg.com/conference/gcsg-2026-us-conference/resources/
mailto:dean@siteeventlogistics.com


More information 
about the SITE 
portal can be 
found on the 
Resources page

ADDITIONAL INFORMATION ON SITE EVENT LOGISTICS

Note:  the GCSG Conference Shipping Label Template is still required and MUST appear on all items shipped

https://mygcsg.com/wp-content/uploads/2026/02/2026-MANUAL-INSERT-USA-SHOW.pdf


Neither the resort nor GCSG will accept responsibility for your material shipments

• Vendors may choose either a drayage company or FedEx for outbound shipments.

• FedEx services at the venue
- The FedEx office will be open on weekdays from 7:00 AM to 5:00 PM and Saturdays 

8:00 AM and 4:00 PM.

- Vendors using FedEx must create their own Air Waybill (AWB) and complete payment 
at the FedEx office prior to departure

- Note: If many vendors use this option, make sure to allocate time to coordinate your 
outgoing shipment – you may not be alone

OUTBOUND SHIPPING MATERIALS FROM THE CONFERENCE VENUE



More information 
about the FedEx 
shipping processes 
will be stored on 
the Resources page

FedEx Excerpt From Shipping Instructions

https://mygcsg.com/wp-content/uploads/2026/02/2026-MANUAL-INSERT-USA-SHOW.pdf


• Set-up
Sunday, April 26 from 3:00 PM to 5:45 PM

• Breakdown
Wednesday, April 29 from 1:00 PM

• Vendors are responsible for boxing, taping and labeling any materials to be 
returned (please bring your own tape, scissors, shipping labels etc.)

EXHIBITOR SET-UP AND TEAR DOWN



EXHIBITOR HALL LAYOUT

• 78 tabletops

• 10 premium 
tabletops and 68 
regular tabletops 

• The layout can 
be downloaded 
from the 
Resources tab on 
the event 
website

https://mygcsg.com/conference/gcsg-2026-us-conference/resources/


VENDOR TABLETOP NUMBERS



• In an effort to support the growth and awareness of GCSG and the value it brings to our 
industry, we encourage exhibitors to share posts on LinkedIn and similar mediums prior to, 
during and after the conference.

• Please use the following hashtags: #GCSG26 when posting on social media

• Additional information and updates can be found on the GCSG LinkedIn 
Page: https://www.linkedin.com/company/mygcsg/

• Banners and logos to be used on your social media can be downloaded from the Resources 
tab of the 2026 US Conference page on the GCSG website

SOCIAL MEDIA

https://www.linkedin.com/company/mygcsg/
https://mygcsg.com/conference/gcsg-2026-us-conference/resources/


• GCSG is offering Exhibitors the option to purchase the Cvent LeadCapture App, which 
can be used to scan the QR code on the name badges of potential leads during the 
event

• A license can be purchased up to the start of the event

• You can procure a license in the registration system by managing your registration and 
entering the sponsorship/tabletop confirmation #

- The LeadCapture licenses are on the same page as the sponsorships; scroll down 
to find the option to procure them

• Each license gives ONE person the ability to scan leads during the event. The pricing 
for licenses is as follows:

- Individual license = $249

- Additional licenses for same company = $199 each

- Purchase license(s) by adding to your tabletop purchase registration

• Once purchased, you will receive an email with instructions, helpful links for setting 
up the app and a license key to access the app; the license key cannot be shared

- You must be registered for the event before you can be assigned a license!

LEAD CAPTURE APP LICENSE (1)



• Purchasing the app will give you the ability to scan QR codes printed on 
each registrant's badge

• Information provided will include:

- First Name, Last Name, Job Title, Company and e-mail address

• If a registrant is not wearing their badge, you can add their information 
manually by tapping 'Add Lead.'

• You will be able to Qualify Leads by answering additional questions (if 
you wish) such as budget, timeframe for purchasing a solution, etc.

• At the end of the conference, you will be able to export the collected 
leads in a tidy Excel file for follow-up

LEAD CAPTURE APP LICENSE (2)



https://mygcsg.com/conference/gcsg-2026-us-conference/resources/

THE EVENT WEBSITE HAS ANSWERS TO A LOT OF QUESTIONS

Link to Resources on event website Downloadable 
information for vendors



• For questions or concerns regarding exhibitor tabletops/registration, please 
contact: VendorHelp@mygcsg.com

• For questions or concerns regarding sponsorship opportunities, please contact: 
SponsorshipHelp@mygcsg.com

• Please be sure to have the domains mygcsg.com and cvent.com whitelisted in your 
company, so you receive emails from GCSG

GCSG CONTACTS 

mailto:VendorHelp@mygcsg.com
mailto:SponsorshipHelp@mygcsg.com


WE’RE LOOKING FORWARD TO 
SEEING YOU NEXT MONTH IN SAN 

DIEGO, CALIFORNIA!
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