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Participant Guidelines and Portal Instructions
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IMPORTANT DATES

 Feb. 27, 2025
 Signed Event Terms of Participation Due
 Company Details Due (description, 

logo, contact information, etc.)
 Certificate of Insurance Due
 Scavenger Hunt Question Due
 Prize Giveaway Information Due
 Virtual Tote Bag Insert Due (Partner 

Sponsors Only)
 All Sponsor/Exhibitor Registrations Due
 Partner Sponsor Event Email Release 

Due (if applicable)
 Networking Event Sponsor Information 

Due (if applicable)

 Mar. 10-Apr. 9, 2025
 Curtin Advance Warehouse Open for 

Exhibitor Shipments
 PLEASE NOTE: Advance shipments are accepted 

between the hours of 9:00 am - 2:30 pm Monday-
Friday only. Closed weekends and holidays. 
Shipments received after the advance receiving 
deadline will be charged a 25% late fee plus a 
transit charge.

 Apr. 14, 2025
 Direct to show-site shipments
 12:30-5:00 pm only

 Mar. 22, 2025
 Deadline to reserve room at Hilton 

Columbus Downtown in Columbus, OH. 
However, we encourage you to book 
your room by Feb. 27, 2025.
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DMEC SOLUTIONS MARKETPLACE SCHEDULE
 Monday, Apr. 14

 12:30-5:00 pm Exhibitor Set Up
 5:00-7:00 pm         Opening Welcome Reception

 Tuesday, Apr. 15
 7:00 am-6:30 pm   DMEC Solutions Marketplace Open
 7:00-8:00 am Breakfast with Exhibitors
 9:00-9:45 am         Coffee & Conversation with Exhibitors
 11:45 am-1:15 pm  Networking Lunch with Exhibitors
 2:30-3:15 pm          Dessert Break with Exhibitors

 5:30-6:30 pm Happy Hour with Exhibitors

 Wednesday, Apr. 16
 7:00 am-3:15 pm    DMEC Solutions Marketplace Open
 7:00-8:00 am    Breakfast with Exhibitors
 9:00-9:45 am         Coffee & Conversation with Exhibitors
 12:00-1:30 pm Networking Lunch with Exhibitors
 2:30-3:15 pm           Dessert Break with Exhibitors & Prize Giveaway Announcements

 3:15-5:00 pm           Exhibitor Tear-Down
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EXHIBITOR RESOURCE WEBSITES

 The DMEC Exhibitor Resources Webpage is the central location for all deadlines, 
resources, and links for you as an exhibitor at the DMEC Compliance Conference.

 Additionally, As an exhibitor and/or sponsor at the 2025 DMEC Compliance 
Conference, your presence enriches the conference and Columbus community. 
Immerse yourself in Columbus and take advantage of your time to explore the 
vibrant city. From world-class dining to captivating cultural experiences, 
Columbus offers something for everyone. Their website, Experience Columbus: 
Exhibitors, is your go-to resource for culinary delights, city navigation, and insider 
tips. We value your contributions and look forward to a successful event.

https://dmec.org/conferences-and-webinars/compliance-conference/sponsor-exhibitor-resources/
https://www.experiencecolumbus.com/exhibitors/
https://www.experiencecolumbus.com/exhibitors/
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CADMIUM EXHIBITOR & SPONSOR PORTAL

 All companies participating in the conference will log into the 
Cadmium Exhibitor & Sponsor Portal to provide DMEC with required 
information and documents. 

 System emails from skappus@dmec.org or jspitale@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.

 The following pages detail steps for completing the process in the 
portal.
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INITIAL INFORMATION EMAIL
All exhibitors and sponsors will receive a system email with important details and log 
in information to the Exhibitor & Sponsor Portal.

Click here to be taken to 
Exhibitor & Sponsor portal
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EXHIBITOR PORTAL LOG IN PAGE
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CADMIUM PRIVACY NOTICE

Sign your name
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“TASK” CHECKLIST

Completed task

Incomplete 
task



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

DOWNLOAD EXHIBITOR/SPONSOR 
INFORMATION 

Select to begin download. 
Task will automatically 
update to complete.

Download a copy of this Exhibitor and Sponsor Information document for your future use.
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EVENT TERMS OF PARTICIPATION

Must match your name as it appears 
in your portal profile.
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YOUR PROFILE

Complete the profile 
details of the 
organization’s primary 
portal contact.
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COMPANY DETAILS

This section 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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SCAVENGER HUNT QUESTION
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PRIZE GIVEAWAY PARTICIPATION
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CERTIFICATE OF INSURANCE UPLOAD
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EXHIBIT HALL FLOORPLAN & BOOTH ASSIGNMENTS
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EXHIBITOR KIT & ELECTRICAL/INTERNET ORDER FORMS
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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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PARTNER SPONSOR CLIENT REGISTRATION

Partner 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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PARTNER SPONSOR EVENT EMAIL 
RELEASE

Partner Sponsors have the 
opportunity to receive 
opted-in email addresses 
for the sole purpose of 
inviting attendees to 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 MARCH 22
Please be sure to make all hotel reservations by the cutoff date Mar. 22, 2025. 

We highly encourage speakers to book rooms no later than Feb. 27, 2025.
Hotel reservations can be made online by visiting 

https://book.passkey.com/gt/220241214?gtid=45c8cc0af5d3c0f26a73fa4c84194c6b 

Select “I have completed my hotel 
reservation for the conference.” 
and select the “Continue” button 
to complete your task. 

https://book.passkey.com/gt/220241214?gtid=45c8cc0af5d3c0f26a73fa4c84194c6b
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VIRTUAL TOTE BAG UPLOAD (PARTNER SPONSORS)

Partner Sponsors have the option to upload  a PDF for the mobile app Virtual Tote Bag.
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PUSH NOTIFICATION UPLOAD – (MUST BE PURCHASED)

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
 800.789.3632 ext. 119

 Stephanie Kappus, Conferences Manager
 skappus@dmec.org
 800.789.3632 ext. 106

 Hilton Columbus Downtown
 Sharon Torski, Sr Event Manager

 sharon.torski@hilton.com
 614.484.5224

 Encore
 Kieran Manzi, Event Sales Manager

 kieran.manzi@encoreglobal.com
 740.649.0148

 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 

mailto:jspitale@dmec.org
mailto:skappus@dmec.org
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mailto:kieran.manzi@encoreglobal.com
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