
 

 

E X H I B I T O R  G U I D E  
 
 

On behalf of MassCUE and the Massachusetts Association of School Superintendents 

(M.A.S.S.), thank you for registering to participate in the 2023 MassCUE Fall Conference 

being held October 18TH & 19TH at Gillette Stadium in Foxboro, Massachusetts.   
 

Please take some time to review the following important exhibitor details. 
 

Exhibitor Benefits: 
 

 

In addition to the 8’ x 10’ exhibit space, the booth fee includes: 

• Pipe & drape (8’ high back drape and 3’ high side drape) 

• 1 - 6’ Skirted table   

• 2 Chairs 

• Trash barrel 

• Carpeted Exhibit Hall 

• Standard electrical (5 amps) – (Additional electricity may be ordered through the show 

decorator) 

• Free Wi-Fi - (Wired internet may be ordered through the show decorator) 

• 2 Complimentary staff registrations. Please note: All staff must be registered as attendees at 

the conference – see below for detailed instructions. 

 

 

Shipping Instructions: 
 

 

All shipments must be coordinated with the show decorator and are subject to material handling 

charges. The proper forms within the exhibitor services manual should be filled out and submitted 

to Capital, prior to the event. For additional questions please contact Capital Conventions directly at 

(877) 355-3700 
 

 

 

 
 

 



Show Decorator: 
 

 

• Capital Convention Contractors is the official service contractor.  Please review the 

EXHIBITOR SERVICES MANUAL to order additional tables, extra carpeting, electricity, and 

drayage/shipping services.  All orders and payments must be made directly to Capital. 

 

• Move-in Regulations (strictly enforced): 

 

a. Unloading: Exhibitors can use the loading dock and entrance E2.  Please see these E2 

Parking and Loading Dock documents. 

 

b. Carts: Exhibitors have the option of providing their own non-motorized dollies, flatbed 

or two wheelers for their own use during move in/out.  No carts or dollies are available 

to borrow from either the show decorator or facility. 

 

c.  Rules:  We encourage you to review the Exhibitor Services Manual from Capital which 

includes detailed information on the rules and policies associated with Gillette, as well as 

the fees associated with optional services and items available to you.  Feel free to 

contact Capital Convention directly for any questions or clarifications at (877) 335-3700.  
 
 

Move-in Schedule: 
 

 

▪ Move in times will be strictly enforced to ensure a smooth process.   

▪ During set up, please keep aisles clear to facilitate a smooth move in and to be courteous to 

other exhibitors.      
 

 

Tuesday 

October 17th 

Wednesday 

October 18th 

Thursday 

October 19th 

M O V E - I N / S E T  U P :  T R A D E  S H O W :  T R A D E  S H O W :  

 

8:00 – 10:00 a.m. - Corporate 

Partners & Large Sponsors 

 

10:00 a.m. – 7:00 p.m. - All 

Exhibitors 
 

7:30 a.m. – 4:00 p.m. 

7:30 a.m. – 3:00 p.m. 

V E N D O R  T H A N K  Y O U  

R E C E P T I O N :  
T E A R  D O W N :  

5:00 p.m. – 6:00 p.m.  
All exhibitors & sponsors are invited to 

join us for a short reception in the 

exhibit hall as a thank you for all you do 

to make the conference a success! 

3:00 p.m. – 5:00 p.m. 
*All vendors must comply with 

the rule of not dismantling their 

booth before 3pm on Thursday, 

October 19th, as early breakdown 

is disruptive to the vendor floor 

activity.  

 

https://custom.cvent.com/A1B79AB020D44AAA84AFBC64DE70E9F6/files/event/b49e0f523cbc457ea345bcfbb0c73ee1/a5693556698640ee9e82471bd280ab6c.pdf
https://custom.cvent.com/A1B79AB020D44AAA84AFBC64DE70E9F6/files/event/c66188bf72404d1f9b1a36dbe0e8191e/10b3b6c4b4424153aa205358b98f24c6.pdf
https://custom.cvent.com/A1B79AB020D44AAA84AFBC64DE70E9F6/files/event/c66188bf72404d1f9b1a36dbe0e8191e/10b3b6c4b4424153aa205358b98f24c6.pdf
https://custom.cvent.com/A1B79AB020D44AAA84AFBC64DE70E9F6/files/event/c66188bf72404d1f9b1a36dbe0e8191e/e429bee8b3524785bcdbf3305219ba01.pdf


Lead Retrieval:  

 

Lead Retrieval services are available through our contracted provider, 1st Sales. An order form is 

available HERE and in the Capital Conventions Exhibitor Services Manual.  There is also a limited lead 

retrieval feature in the Whova conference app.  

  

Trade Show Passes / Booth Reps 

 

All booth reps must be registered by Monday October 2nd. 
 

An official conference name badge is required for access to the exhibit hall.  The registration you 

completed to reserve an exhibit booth was a booth registration for your company only.  Each booth 

comes with two complimentary staff registrations.  (If you have reserved more than one booth you 

are entitled to 2 staff per booth purchased.) Please submit staff names/register all booth reps online 

using this link: https://cvent.me/xlwgNG?RefId=Exh%2FNP  When you get to the payment page, 

apply the discount code provided in your email to change the fees to $0.00. 

 

Note: Additional passes are available for $100 per person, per day and may be purchased through 

this registration site as well. https://cvent.me/xlwgNG?RefId=Exh%2FNP 

 

Conference App - Whova: 

 

We will be using the platform, Whova, for this year’s conference app.  This is where attendees will find  

the conference schedule and detailed information about what’s happening throughout the conference. 

In addition to your exhibit booth at Gillette Stadium, each exhibitor will be provided with a personalized 

page.  We have created the initial framework for your exhibitor page and have uploaded your basic 

company information (name, brief description and logo).   

 

If you would like to edit or customize your page, please do so by Monday October 2nd using the link 

provided in the accompanying email.  Specific instructions are included in the WHOVA EXHIBITOR 

GUIDE  

 

Suggestions for engaging with Attendees: 

We highly recommend you (and your company representatives) take some time to explore and 

familiarize yourself with the Whova conference app.  The app is a very useful tool for making 

meaningful connections with attendees at the conference.  Within the Whova app you can create 

and participate in discussion topics, search for attendees, organize meet-ups, and collect and export 

leads.  CLICK HERE for a list of suggestions and instructions on how to maximize your use of the 

Whova app to build meaningful connections.  Be sure to share this information with your company 

representatives who will be on site at the conference. 

 

 

 

 

 

https://custom.cvent.com/A1B79AB020D44AAA84AFBC64DE70E9F6/files/event/b49e0f523cbc457ea345bcfbb0c73ee1/f86d81b672ea4a83b4c8c97abd227129.pdf
https://cvent.me/xlwgNG?RefId=Exh%2FNP
https://cvent.me/xlwgNG?RefId=Exh%2FNP
https://whova.com/pages/whova-app-exhibitor-guide/?source=ems
https://whova.com/pages/whova-app-exhibitor-guide/?source=ems
https://custom.cvent.com/B4D75FCD3CBD4BC99A09E1DDCDBD467B/files/event/cbe115a29c41473cb760514ac25f644a/af173389ba7b425e8503c35b8ce50a07.pdf


Lodging: 

 

MassCUE has secured special group pricing at several area hotels. Refer to the conference website 

for additional details and online reservation links. https://www.masscue.org/fc23accommodations/  

 
 

Parking: 

 

Parking is available at Gillette Stadium in lot E2. Large box trucks are asked to park in lot 7, which is 

on the East side behind the main parking section for attendees. This is a gravel lot and the best 

location if trucks need to stay overnight. 

 

 

More information about the conference including the full schedule may be found 

at: https://www.masscue.org/event/fallconf23/?event_date=2023-10-18  

 

QUESTIONS? 
Contact Karen Forbes, Exhibitor/Sponsor Coordinator 

karen@delaneymeetingevent.com 802-448-9078 

https://www.masscue.org/fc23accommodations/
https://www.masscue.org/event/fallconf23/?event_date=2023-10-18
mailto:karen@delaneymeetingevent.com

