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TOPIC
1. Venue

2. Supplier/Vendor/Service 
Provider

3. Exhibitor Manual

4. Workflow Process

5. Health & Safety



1. VENUE



Thailand MICE Venue Standard 
(TMVS)

The Thailand MICE Venue Standard (TMVS) is the 

standard logo established bt TCEB to certify MICE 

venues in Thailand to confirm that the quality and 

standards of venues, convention centers, exhibition 

centers, hotels, resorts, public facilities and private 

facilities meet international standards to boost 

confidence in quality of the MICE industry among 

local and international businesses.





Types of Venues
There are 4 ways of venue classification

1. Based on ownership/funding:  Public sector and 
Private sector.

2. Based on management:  Public sector and Private 
sector

3. Based on area: Indoor Venue and Outdoor Venue

4. Based on  construction Purposes: Purposed Built 
Venue, Multi-purpose Facilities, Other types of 
Venues (museum etc.)



Different Type of Venue - Sample
Purposed Built Exhibition Center Multi-purpose Facilities

• Bangkok International Trade and Exhibition Center (BITEC) • Royal Paragon Hall @ Siam 

Paragon

• IMPACT Exhibition and Convention Center (IMPACT) • TRUE Icon Hall @ ICON Siam

• Queen Sirikit National Convention Center (QSNCC) • Samyan Mitrtown Hall

• Nong Nuch International Exhibition and Convention Center (NICE) • The Bangkok Convention Centre and 

the Centara Grand

• KhonKaen International Convention and Exhibition Center (KICE) • Bangkok Convention Center (BCC)

• The 60th Anniversary of his Majesty the King’s Accession to the Throne 

International Convention Center, Hat Yai (I.C.C. Hat Yai)
• UOB LIVE Hall

• Pattaya Exhibition and Convention Center (PEACH)

• The International Convention and Exhibition Centre Commemorating His 

Majesty’s 7th Cycle Birthday Anniversary (CMECC)

• Golden Jubilee Convention Hall, Khonkaen



Purposed Built Exhibition Center





BITEC





IMPACT

IMPACT Challenger - boasts 3 
interconnected halls with a 
combined column free space of 
60,000 square meters - currently 
the world’s largest column free hall

IMPACT Exhibition Center -
encompasses 8 multi-purpose 
halls along with 13 function 
rooms with versatile spaces of 
47,000 square meters. 

IMPACT Arena - 4,000 sq meters 
arena with 11,000 seating capacity 
suitable for large scale events, 
international concerts, sporting 
and entertainment events 
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Multi Purpose Built Facilities





SIAM PARAGON



TRUE ICON HALL







UOB LIVE



UOB LIVE



MICE CITY





3 interconnected exhibition halls with a combined column free space of 8,000 
sqm and 12 ceiling height can accommodate more than 10,000 people with 
theatre style.
These halls featured totally soundproof removable dividers.
This feature supports our customers to have the freedom and flexibility to 
adjust the exhibition halls for a variety of all events and activities.



KICE

Khon Kaen 
International 
Cenvention and 
Exhibition Center





KICE





NICE

Hall 1:
Size 2,880 square meters, 
width 48 × 60 meter. 
exhibitions, 176 booths (size 3 * 3 m)

Hall 2:
Size 1,440 sq m,
width 30 × 48 
exhibitions 48 ​​booths (size 3 * 3 m)   

Hall 3:
Size 1,440 sq m
width 30 × 48 m 
Exhibitions 72 booths (size 3 * 3 m) 



ICC HATYAI





Venue Selection
• Book in advance (1-3 Years)
• Space Usage (Target)
• Type of Exhibition (B2B, B2C, Product, 

competitor etc.)
• Location related to buyer target
• Operations Issue

• Load capacity
• Ceiling 
• Column
• Electricity
• Move In and Out process
• Transportation



2.Service Provider
/Supplier/Vendor





Service Providers - Definition

❖ Main Service Providers
❖ Direct involvement in exhibition management  to 

provide services to the exhibitors upon requests. 

❖ Other Service Providers
❖ Indirectly involved with the exhibition but without 

these service providers the exhibition might not be 
successful.



Main Service Providers
• Booth Construction

• A design and construction company with expertise in exhibitions including construction, dismantling and 
maintenance.

• Freight Forwarder/On-Site Handling
• Dealing with delivery of materials from the source company to the event venue and vice versa through land, 

water and air. Logistics Management, Customs Clearance

• Electrical and Lighting System
• Provides installation and maintain the electrical and system services in the venue and surrounding area. 

• Audio and Visual
• Provides installation, control and oversee the lighting and audio systems together with technicians.

• Furniture
• Provides furniture rental services including tables, chairs, counters, decorative items.



A design and construction 
company with expertise in 
exhibitions including 
construction, dismantling and 
maintenance.



Booth Package
• Type of Booth (Standard, Premium etc.)
• How many Booths? (Official Contractor Capacity)
• Entitlement (Counter, Lockable, Shelf, Graphic)
• Standard Booth Cannot change carpet colour and 

furniture
• 1 Company Name same as contract
• 1 Logo same as contract
• Booth size 9,12,15,18 sq.m. is not the same cost 

in per sq.m.



Pavilion
• Cost related to size of Pavilion.
• Design or Gimmick.
• Entitlements.
• Guideline policy (Government).
• Structure plus. (Hanging Banner, Advts, 

Truss)



Freight Forwarder/On-Site Handling
Dealing with delivery of materials from the 
source company to the event venue and vice 
versa through land, water and air. Logistics 
Management, Customs Clearance



Electrical and Lighting System
Provides installation and 
maintain the electrical and 
system services in the venue 
and surrounding area. 



Provides installation, control and 
oversee the lighting and audio 
systems together with technicians.



Furniture
Provides furniture rental services including tables, 
chairs, counters, decorative items.



TYPES OF MAIN 
SERVICE PROVIDERS

1. Appointed/Official Service 
Providers
• Appointed and Guaranteed by 

Organizer/PEO

2. Recommended Service 
Providers
• On recommended List and Organizer 

has less responsibility 

3. General Service Providers
• Hired/employed by the exhibitors 

without any consent from Organizer.



Other Service Providers
• Hotel Accommodation

• Specialty Service Providers
• Transport/Tour Operator

• Graphics Service Provider

• Translator/Interpreter

• Communication Service Providers 

• Floral Service Provider

• Catering Service Provider

• Photo & Video Service Provider

• Security Service Provider

• Cleaning Service Provider

• Event Organizer

• Entertainment Agency

• Registration System

• Recruitment Service Provider

• Carpet Service



TRANSPORT SERVICES







COMMUNICATION SERVICE 



FLORAL SERVICE





PHOTO SERVICE







PHOTO SERVICE



Entertainment agency









3. Exhibitor 
Manual



What is Exhibitor 
Manual?

• An exhibitor manual provides all the 
information needed by those selling 
at an event – from details on the 
event schedule and rules, to contact 
information for the organizers.

• Having these details upfront helps 
exhibitors be better prepared for 
their time at the event, which leads 
to a more productive experience for 
both them and attendees.



This can include:
• General Event Information – PROJECT COORDINATOR
• Build up and Breakdown Rules and Regulations
• Health & Safety Rules
• Access
• Registration/Ticketing
• Marketing Opportunities – PROJECT COORDINATOR
• Onsite hospitality options
• Maps and Plans
• Deadlines
• Preferred Suppliers
• Relevant contact details
• And much, much more dependent on the size and scale of your event.

EXHIBITOR MANUAL 



1. All your event information is collated and organized into the one place.
2. Clear navigation ensures your exhibitors can find exactly what they are looking for 

quickly.
3. All your deadlines are listed chronologically so there can be no excuse for missing 

them, whilst also acting as a checklist.
4. Marketing opportunities are detailed to ensure each exhibitor has the chance to 

maximize on these benefiting themselves and the event itself.
5. All preferred suppliers are listed so your exhibitors can easily contact them.
6. All forms are managed offline/online in one place.
7. Downloadable maps and clear access information is available to all exhibitors and 

their contractors.
8. Online Manual: Instant updates to your event can be sent to everyone in one go so 

everyone has the latest information.
9. Relevant event contact information can be found easily.

HOW DOES AN EXHIBITOR MANUAL STREAMLINE WORKFLOW?



EXHIBITOR MANUAL



Exhibitor Manual
Sample

JCK Las Vegas



This document is an overview of show operations, policies and procedures, venue details, booth and vendor 
information, and much more, to help you get set up for success.









4. Work Flow Process



Project Coordinator
Day-to-Day work

• Keep work on schedule

• Organize and track deliverables

• Communicate updates to 
stakeholder

• Document project information

• Plan and schedule meeting



Communicate Updates to 
Stakeholders





STAKEHOLDERS



Floor plan

• First draft floor plan by Operations

• On scale

• Run Booth No.

• Utility Hatch

• Set Back Venue Rules

• Special Area

• Weekly update



Exhibitor Briefing

• 1–2 Weeks before Early bird deadline in 

Exhibitor Manual.

• Project Manager update show progress 

e.g. Special Activity, Special Pavilion, 

Special seminar.

• Marketing update about local and oversea 

buyer, program or activity that will support 

exhibitor e.g. Business Matching, Factory 

Visit

• Operations update about move in and out 

process, traffic, working schedule, Rules & 

Regulations etc.

• Meet Official Contractors 



Lounge 

and Office
• VIP Lounge

• Sales Office

• Temp Staff Room

• Printed Material Room

• Hosted Buyer

• Questionnaire

• Audit



Special Activity

• Space

• Design

• Light and Sound

• Details of Activity

• Emcee

• Troop

• Temp Staff



• 12 months out for big 

trade show 

• 5-6 months out for 

smaller events







5. Health and 
Safety









• Multiple contractors working in a single workplace
• Fall from working at heights and working on a live edge
• Slips, trips and falls on a level surface
• Manual handling – lifting or moving of heavy/awkward loads
• Falls on stairs or escalators
• Injury from electric shock
• Objects falling from height or loads falling from vehicles
• Impact injury from moving vehicles
• Injury from use of work equipment e.g. circular saws
• Hanging wires
• Structural collapse of seating or an exhibition stand
• Outbreak of Legionnaires disease from a water feature
• Food poisoning incident from temporary catering outlet
• Fire and fire related incidents
• Major incident and civil emergency
• Excessive working hours
• Stress
• Alcohol and drug misuse related incidents

EXAMPLES OF COMMON RISKS ASSOCIATED WITH ANY EXHIBITION





5 STEPS OF RISK ASSESSMENT

Step One – Identify the Hazard and Who Could be Harmed

Step Two – Assess the Risk

Step Three – Develop Controls

Step Four – Implement Controls

Step Five – Monitor and Review

RISK ASSESSMENT









Thank You


