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2025 DMEC Annual Conference
Exhibitor & Sponsor Guidelines & Portal Instructions 
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June 26, 2025 
• Signed Event Terms of Participation Due
• Company Details Due (profile, description, 

contact information, logo etc.)
• Certificate of Insurance Due
• DMEC Quest Scavenger Hunt Question Due
• Prize Giveaway Information Due
• Exhibitor TSLeads Lead Retrieval Orders Due 

(if applicable)
• Discount Deadline: July 18, 2025 

• All Exhibitor/Sponsor Registrations Due
• National Partner Event Email Release Due (if 

applicable)
• Virtual Tote Bag Insert Due (if applicable)
• Push Notifications Due (if applicable)

July 14, 2025
• Curtin Discount Deadline

July 20, 2025
• Gaylord National Exhibitor Advance Pricing 

Deadline.

June 30 – July 30, 2025
• Curtin Advance Warehouse Open for 

Exhibitor Shipments

• Monday-Friday, 9:00 am-2:30 pm only

• Any shipments delivered outside the 
above stated days and hours will incur 
overtime fees

July 11, 2025
• Deadline to reserve room at Gaylord National 

Resort and Convention Center. 

Aug. 4, 2025 ONLY
• Direct shipments to show site

• Shipment hours 12:30-5:00 pm

Important Dates



Copyright© Disability Management Employer Coalition (DMEC). All rights reserved.

DMEC Solutions Marketplace Schedule
Monday, August 4
• 12:30-5:00 pm Exhibitor Set Up

• 5:00-7:00 pm Opening Welcome Reception

Tuesday, August 5
• 7:00 am-6:30 pm DMEC Solutions Marketplace 

Open

• 7:00-8:00 am Coffee & Connections Break
(Breakfast on Your Own)

• 9:15-10:00 am Coffee & Connections Break

• 12:00-1:30 pm Lunch

• 2:30-3:15 pm Confections & Connections 
Break

• 5:30-6:30 pm Happy Hour 

Wednesday, August 6
• 7:00 am-3:15 pm  DMEC Solutions Marketplace 

Open

• 7:00-8:00 am Coffee & Connections Break
(Breakfast on Your Own)

• 10:15-11:00 am Coffee & Connections Break

• 12:00-1:30 pm Lunch

• 2:30-3:15 pm Confections & Connections 
Break
(Prize Giveaways at 2:45 pm)

• 3:15-5:00 pm Exhibitor Tear-Down
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Exhibitor & Partner Resources
• The Exhibitor & Partner Resources Website is the central location for 

all deadlines, resources, and links for you as an exhibitor at the 2025 
DMEC Annual Conference.

Exhibitor & Partner Resource Page
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Exhibitor & Sponsor Portal
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DMEC Exhibitor & Sponsor Portal
• All companies participating in the conference will log into the DMEC 

Exhibitor & Sponsor Portal to provide DMEC with required 
information and documents.
• System emails from jspitale@dmec.org or skappus@dmec.org will 

be sent to the primary contact for each exhibiting company with the 
link, log in credentials, and important instructions.
• All logos, COIs, company descriptions, and other required 

information MUST be completed through the portal prior to the 
deadlines.
• Pages 6-27 detail steps for completing the process in the portal.
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Initial Information Email | Sample
• All exhibitors and sponsors will receive a system email 

with important details and log in information to the 
Exhibitor & Sponsor Portal.
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Portal Log in Page

• Your log in credentials will auto 
populate from the email link.
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Cadmium Privacy Notice

Sign your name
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Task Checklist | Example

Incomplete 
task

Completed 
task
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Event Terms of Participation 

Must match your name as it 
appears in your portal profile.
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Edit Profile

• Complete the profile details of 
the organization’s primary 
portal contact.
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Company Details

• This task will allow you to 
update your company’s profile 
information. All information will 
be used in event marketing and 
the mobile app. Please make 
sure the information is correct.
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Logo Upload
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Certificate of Insurance Upload



Copyright© Disability Management Employer Coalition (DMEC). All rights reserved.

DMEC Quest Scavenger Hunt Question

• This task cannot be completed 
until your booth # is assigned.
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Prize Giveaway Participation
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Exhibitor Kit & AV/Electrical/Internet Order Forms
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Exhibit Hall Floorplan & Booth Assignments

• Once our exhibit map is finalized, DMEC will 
begin the booth assignment process. Each 
exhibitor will be given the opportunity to provide 
their top 3 booth location preferences following a 
tiered system. 

• Each exhibitor will receive an email from DMEC 
letting you know that the task is ready to 
complete. You will be asked to provide three 
preferred booth locations from those still 
available. 

• Please consider and provide any companies 
you prefer not to be placed next to. DMEC 
will assign booths based on the information 
provided in this task.

• Booth assignments will be shared once they've 
been completed. This task must be completed 
no later than the deadline provided as booths 
will be assigned on the day following the 
deadline.
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Lead Retrieval Order Information
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Conference Registration

• Check your portal for specific 
conference registration 
instructions and available 
complimentary registrations. 
Complimentary registrations 
are dependent on purchased 
exhibit space and sponsorships.
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National Sponsors Client Registration Information

• National Sponsors have the 
opportunity to provide 
employer clients with a 
discounted registration rate via 
a discount code. Log in to your 
portal for detailed information.
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National Sponsors Event Email Release

• National Sponsors have the 
opportunity to receive opted-in 
email addresses for the sole 
purpose of a one-time initiation 
to attendees for a sponsored 
event. Log in to your portal for 
detailed information.
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Exhibitor & Sponsor Social Media Toolkit
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Hotel Reservation – Deadline July 11

• This task includes information on 
how to reserve a room at the Gaylord 
National Resort and Convention 
Center Washington, DC. Once your 
reservation is complete (or if you do 
not require a reservation), please 
mark this task as complete. 

• Please be sure to make all hotel 
reservations by the cutoff date July 
11, 2025. We highly encourage 
speakers to book rooms no later 
than June 26, 2025, as the hotel is 
expected to sell out quickly.
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Virtual Tote Bag Upload (If applicable)

• Please upload a PDF version of 
your brochure or flyer (up to 
2Mb file size) for the Virtual Tote 
Bag on the mobile app.
• This task cannot be completed 

until your booth # is assigned.
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Push Notification Upload – Purchase Required

• This task will appear if you 
purchased a push notification 
as exhibitor add-on.
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Contact Information
• DMEC Exhibitor & Sponsor Questions

JoAnne Spitale, Senior Conferences Manager
• jspitale@dmec.org

Stephanie Kappus, Conferences Manager
• skappus@dmec.org

• Gaylord National Resort & Convention Center
Stephanie Clemetson, Senior Event Manager

• stephanie.clemetson@gaylordhotels.com
• 301.965.3716

• Gaylord National Resort & Convention Center | 
Exhibit Services & Electrical

John Nyhart
• john.nyhart@gaylordhotels.com
• 301.965.3710 

• Encore
• Charyssa Norris

• charyssa.norris@encoreglobal.com
• 1.301.728.5675

• Curtin Convention & Expo Services Inc
• Dianna Curtin, Director of Operations

• dianna@curtinconvention.com
• 415.883.7818

• Trade Show Leads (TSL)
• Tom Schleisman

• toms@tsleads.net
• 515.370.0871

• Sam Schleisman
• sams@tsleads.net
• 515.391.0976
• orders@tsleads.net


