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Welcome to Advancing Preconstruction 2020. 

Preparations are in full swing and the event team are looking forward to welcoming you to Las Vegas 

in May.  

This manual will help you to plan your attendance at this event and contains essential information and 

guidelines. 
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Your Points of Contact  
 

 
Event Manager 
Maddie Chalmers  
Direct Line: +44 (0) 203 141 8735 
Email: Maddie.Chalmers@Hansonwade.com  
 
 
  
 
Sponsorship Manager   
Toby Nott-Bower 
Direct Line: +44 (0) 203 141 8723 
Email: Toby.Nott-Bower@hansonwade.com 
 
 
 
 
Program Manager 
Scott McBurney 
Direct Line: +44 (0) 203 854 1645 
Email: Scott.Mcburney@hansonwade.com 

 

 

If you are calling from the USA, please use either of the below numbers.  
West Coast: + 1 415 735 3289 
East Coast:  +1 617 455 4188 

mailto:Maddie.Chalmers@Hansonwade.com
mailto:Scott.Mcburney@hansonwade.com
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Dates 
 

Day Date 

Pre-Conference Workshop Day* Monday May 04, 2020 

Day 1 Tuesday May 05, 2020 

Day 2 Wednesday May 06, 2020 

Post-Conference Focus Sessions* Thursday May 07, 2020 

 
*Please note, that unless otherwise contracted, the pre and post conference days are booked in 
addition to the conference passes available to your team. Please contact Maddie for details. 

Venue 
 
This year’s conference is taking place at The Rio All-Suites Hotel in Las Vegas.  
 
Full Address:  
The Rio All-Suites Hotel 
3700 W Flamingo Rd 
Las Vegas, NV 
89103, United States 
 
Hotel Website  
For more information about the hotel, please use the following link:  
(Hotel Website)  

Maps and Transportation  

For directions and transportation details, please use the following link:  

https://www.caesars.com/rio-las-vegas/rio-las-vegas-map 

Accommodation  
 
We have secured a preferential rate at The Rio All-Suites Hotel for attendees of Advancing 
Preconstruction 2020.  
 
Rates are $79 per night for single or double occupancy, subject to applicable resort fee, government 
excluding applicable taxes and fees. Rooms can be booked in blocks up to 10. Please using the 
following link to book your accommodation -  Advancing Preconstruction Reservation Link 
 
The discounted rate will end on Saturday April 4, 2020 or once the block is sold out, whichever 
comes first, so please book now to avoid disappointment! Any rooms booked after this time will 
receive the best available rate.  

 

https://www.caesars.com/rio-las-vegas
https://www.caesars.com/rio-las-vegas/rio-las-vegas-map
https://book.passkey.com/go/SRHAN0
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Passes 
 
In your contract you will find details of how many passes you are entitled to. 
Please send the below information to your event manager, Maddie, by Monday 20-April, to 
register your onsite team. 
 

Name  

Job Title  

Email Address  

Phone Number   

Company Name  
* if different i.e. for client passes  

 

 
As per your agreement, you are welcome to purchase any additional employee or client passes at a 

discounted rate. Please contact Maddie directly to book any additional passes. 

Registering Speakers 
 
If you have a speaking slot included in your package, can we kindly ask you to send the following 

details to your Event or Production Manager (if we do not already have them):  

• Speaker name and job title  

• Session title 

• Speaker bio 

• Speaker photo  
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Speaker Information & Guidance 

Audience Profile  
When preparing for your time at the conference, it is crucial to keep in mind the audience to whom 
you will be presenting and networking with.  
 
While we do have a wide range of stakeholders in the room and while context is good in 
presentations, you can assume a certain level of knowledge from the room. Remember that you are 
part of a four-day program so focus on your specific approach/perspective. 
 
What is unique? Why may you think differently to others in the room? 
 

Presentation Information  
 
While we encourage all speakers to prepare and present in whatever fashion they wish to make sure 
you feel comfortable when on stage, there are a few best practices that I would ask you to adhere to 
so that we can maintain the high quality throughout the event.  
 
We believe the audience will see a lot of value in hearing your experience and about your products. 
Now, we want to make sure that you share as much value as you can during your limited time on 
stage, and so here are a few ‘top tips for success’ to help you prepare. 
 

Content Top Tips! 
 

Focus on What the Audience Doesn’t Know 
Various presentations waste time re-covering the basics or talking about broad industry trends. 

Remember your audience have been working in the industry for many years. Focus your 
presentation on what they don’t know, and would struggle to learn outside of the conference – talk 
about your personal experiences, the step by step process you went through on a project, mistakes 

that you made along the way, etc. Talk about things that only you and your colleagues know. 
 

Remember the Session Description 
When you agreed to present, a specific session description (title and three bullet points/short 

paragraph) will jave been outlined. These descriptions are based on in-depth research with the 
audience and are what they expect to hear about, so please make sure you cover each bullet point. 

 
If you are not comfortable with the session description, then please let us know now so we can edit it 

appropriately. 
 

Focus on Something Specific 
Spend your time focusing on the unique specifics – pick one interesting aspect of your process, or 
one thing you learned, and go into detail. Going too broad increases the risk of you repeating the 

content of other speakers, instead have a lean, mean and to the point message that will be 
something to take away for attendees. 

 

Make your Presentation Content Clear 
Remember your audience when presenting. We are expecting over 800 attendees, with a minimum 
of 80 attendees in attendance at each presentation. Therefore, while this is particularly important 
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for the plenary sessions, for all presentations, please make sure that you make the images and text 
on each slide big enough and clear enough to be seen at a long distance. 

 

Presentation Format  
• Presentations should be formatted in Microsoft PowerPoint in 16:9 (widescreen) ratio 

aspect. 

• We do not have a standardized template or logo that we require you use for your slides, feel 
free to use a template provided by your company or make your own. 

• If you wish to use alternative presentation software, please let us know in advance. 

• Use images, videos, animations, music or polling to keep the audience involved and 
engaged.  

• If you do plan to use video software, music or polling, please let us know in advance so we 
can prepare the technical team.  

 

Presentation Control 
• Presentations will be pre-loaded to our AV desk at the back of the room and will be 

projected from here. 

• At the podium you will have access to a wireless clicker, with a laser, to control and advance 
your slides. 

• There will be a comfort monitor displaying your slides, in front of you, however, please note 
this will not show notes. 

• A static microphone on the podium is provided for your session.  

• If you would prefer to use a ‘clip-on’ microphone, please arrange this at the AV desk 30 
minutes before your session starts.  

 
If you foresee any difficulty with the above set-up or would prefer an alternative set-up, please let 
Maddie know in advance.   
 

Presentation Timing 
• Final timings and schedules will be confirmed 2 weeks prior to the event and will be kept up 

to date using our event mobile app. 

• You will be required to arrive at your presentation room at the start of the break before your 
session.  

• A countdown timer will be visible in front of the stage to keep you on track.  

• If you significantly exceed the time reserved for your session, we will have to interrupt you. 

• Audience Q&A will take place after each session so be sure to leave between 10-5 minutes 
of your agreed presentation time, for this to take place. 

 

Audience Q&A 
As we are expecting around up to 1000 attendees this year, we will be taking questions via our app. 
This will mean that throughout the presentation, attendees will be able to post their questions on a 
social wall for the room, that you will be able to view on either a mobile device at the podium, or 
confidence monitor in front of you and choose which questions to answer.  
 



 
 

Advancing Preconstruction 2020 – Sponsorship and Exhibition Manual 

Advancing Preconstruction 2020 

8 

The questions will be ranked by popularity, and the chairperson in the room will help guide you to 
the best questions submitted, but please be aware of this system should you want to take questions 
throughout your slides. 
 
A microphone will also be available in tracked/breakout sessions.  
 
To understand how this interactive tool works please go to: https://youtu.be/Ku5PCC5T3wU  
 

Live Polling 
This is a function that is available to all presenters, should you like to make this part of your 
presentation. This software allows for multiple choice, word cloud, or open text polls, with real time 
results, posted on screen as the audience vote via the conference app. Results can also be collected 
and distributed to all participant’s post-conference should you wish.  
Making one is really easy! All you need to do is follow these 3 easy steps: 
 

1. Send the questions and answers that you want to be voted on to Maddie when you submit 
your final presentation (you can have more than one run at once if you want). 

2. Ensure there is an indicator slide left in the PowerPoint where you want the poll to be run – 
just insert a slide with ‘POLL’ in large letters. Here, we will add the instructions for the 
audience to access your poll and will also signal the point when we will switch to display the 
live results on the main screen. 

3. Wait for us to send back a final copy of the presentation with this updated for approval.  
 
We will then be able to test the presentation and poll with you in the correct conference room 
during the break before your presentation runs.  
 
If you have any further questions about how this function, please get in touch with Sophie directly. 
 

Presentation Deadline 
During the next few months and weeks please take the time to plan and prepare your presentations 
using the guidelines outlined above. As a team, we will be reviewing the content of these prior to 
the event, and so have set the following deadline to allow for us to do so. 

 

Monday April 06 
Final Deadline for Presentations 

 
Please submit your final copy of your slide deck (in PowerPoint) to Maddie by this date. For larger 
files, please send directly to Maddie.Chalmers@hansonwade.com via www.wetransfer.com 
 
Please confirm when you are sending, if you are happy to share your slides, as a PDF, with the 
audience post conference. 
 
 
 

https://youtu.be/Ku5PCC5T3wU
mailto:Maddie.Chalmers@hansonwade.com
http://www.wetransfer.com/
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Exhibition Information  
 
If you have an exhibition space as part of your contract, we recommend that you bring a pop up 
stand or pull up banners along with your marketing collateral. If you would like photo examples of 
previous events and exhibition stands please request these from your Event Manager, Maddie.  
 
You will be provided with the following items free of charge: 

✓ 1 carpeted floorspace, unless contracted differently, this measures 8ft x 10ft (or 3m x 2m) 
✓ 1 table, dimensions of 6ft by 30”and covered in black linen. 
✓ 2 chairs 
✓ Access to electricity, 1 access point 

 

Exhibition Floorplan& Booth Number 
The exhibition floorplan and booth number will be released in the weeks commencing the 
conference. 
 
All exhibition floorplans are submitted for approval by the Rio All-Suite Hotel and the Clark County 
Fire Department prior to the conference.  

Exhibition Fire Protection 
• All decorations, drapes, signs, banners, acoustical materials, hay, straw, moss, split bamboo 

plastic cloth and similar decorative materials shall be flame-retardant to the satisfaction of 
the Fire Department and State Fire Marshal. 

• Exhibit booths shall be constructed of non-combustible materials. 

• Compressed gas cylinders are prohibited unless prior approval is obtained from the Fire 
Marshal. Approved cylinders must be stored in an upright position. Helium canisters are 
permitted but must be stored in a secured upright position. 

• All packing containers, wrapping materials and display materials must be removed from 
behind booths. These can be stored between set-up and breakdown.   

• Any use of two wire extension cords is prohibited. Multiple outlets and electrical cords must 
be grounded and must not be used to exceed their listed amp rating. 

• All exit doors must be kept clear at all times. 
 

Walls and Carpets 
Please note, there is no shell scheme surrounding your booth so all stands must be self-supporting 
and there will not be any walls to attach posters to. The use of glue, sticky tape, staple guns, nails, 
screws etc. to fix materials to the walls, floor and ceiling is strictly prohibited in the hotel. 
 
The exhibition space is already carpeted, and carpet hire is not required. In case of very heavy 
exhibition goods, the floor must be securely covered with either GymGuard or Visqueen on all main 
thoroughfares or aisles. Any damage to carpets will be the responsibility of the user and charged 
accordingly. 

Forklifts 
All forklifts and scissor lifts must come equipped with No-Mar tires and a fire extinguisher. The hotel 
will not loan or provide motorized forklifts, genie booms, lifting devices, tools, ladders, etc. to 
outside contractors. If you foresee requiring load in equipment, please order using the AV rental 
section below or let your Event Manager know in advance. 
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Forklifts, ramps, scissors lifts and any other equipment may not be stored on Rio All-Suite Hotel & 
Casino Property. Any items placed in areas without approval will be removed at the cost of the 
client.  
 

Wi-Fi 
Wi-Fi is provided in the exhibition, meeting and networking space however we cannot confirm the 

strength or reliability of this service. If you would like to arrange for a stronger hard wired 

connection at your booth, please check the AV rental section below. 

Audio Visual & Equipment Rental 
 
If you require Audio Visual or Equipment rental, details of the hotel AV Provider, Encore, are below: 
 
Larry Walter 
Encore Senior Sales Manager 
at Rio All-Suite Hotel & Casino 
O +1-702-777-6542 
M +1-702-280-9912 
F +1-702-777-7811   
 
When organizing Audio Visual Rental, please review and complete the form here – Audio Visual 
Order Form 
 
Remember – Standard Wi-Fi and Electricity/Power will be provided as part of your sponsorship 
contract.  

Shipments  
 
All packages are handled by the Rio All-Suites Hotel Package Center.  
 
The Rio Package Center is open seven days a week. Hours of operation are: Monday – Friday 7am to 
6pm and Saturday – Sunday 8am to 4pm 

Delivery: 
Shipments should arrive to the hotel no sooner than three business days prior to the event - 
Wednesday April 29.  
 
If materials are delivered early, an early delivery fee will be charged.  
 
Please note all incoming boxes must be clearly labelled with the Event Name, your Company Name 
and Onsite Event Organiser (Maddie) 

Please use the following address/label for all shipments:  

https://advancing-preconstruction.com/wp-content/uploads/sites/172/2020/02/Rio-AVOrderForm_092019.pdf
https://advancing-preconstruction.com/wp-content/uploads/sites/172/2020/02/Rio-AVOrderForm_092019.pdf
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In the lead up to the conference, please be prepared to share the following information with 
Maddie: 

• Number of packages  

• Package Description 

• Package Contents  

• Tracking Numbers 
 
On arrival at the Hotel on Friday May 01, Maddie will cross reference the arrival of these materials 
with the package center.  

Collection: 
On close of the conference and breakdown, all packages must be secured and labelled for collection.  
 
Packages can be left in the exhibition room for collection. The hotel manages all outbound shipment 
and have an in-house FedEx to set-up new outbound shipments. Packages that are not secured with 
pre-paid labels will not be handled.   
 
Please provide your onsite team with return labels and instructions for collection and let your Event 
Manager, Maddie, know if you have any special requests or concerns. 

Exhibition Set Up & Breakdown 

 
The exhibition will take place on the conference dates only: 
Tuesday May 5, 2020 
Wednesday May 6, 2020 
 

Set Up Times 
Date: Monday May 4, 2020 
Time: 4pm – 6pm  
 
All exhibits must be setup by 7pm on Monday May 4. If you foresee any difficulty in meeting this 
deadline, please let your Event Manager know in advance.  

Breakdown Times  
Date: Wednesday May 6, 2020 
Time: 4.00pm – 6pm 
 

First & Last Name (Main Contact)  
Rio Package Center 
3700 W. Flamingo Road 
Las Vegas, NV 89103 
Company Name | Advancing Preconstruction May 4-7 
C/O Maddie Chalmers & Karla Reddrop 
Main Contact Mobile Number 
Box _____ of _____  
 
 
 
 
Attn: {Onsite Contact}, {Company Name}  
Sheraton Dallas 
400 N Olive 
Dallas, Texas 75201 
Ref: Advancing Preconstruction & Estimating, May 20 – 22 2019   
Event Manager: Cristina Salas 
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All exhibits must be broken down and packed up by 6pm on Wednesday May 6. We respectfully ask 
that you do not breakdown before the last refreshment break. 
 
Please note that all timings are subject to change. Your Event Manager will reconfirm timings closer 
to the conference dates. 

Exhibition Timings 
 
The exhibition can be accessed by attendees throughout the two conference days. Attendees are 

encouraged to join all the presentations and sessions and therefore the key exhibition timings are as 

follows: 

 
Tuesday May 05 Wednesday May 06 

Registration and breakfast 7.00 – 8.15 7.00 – 9.00 
(including regional networking) 

AM break 
9.40 – 10.40 
(including speed networking)  

09.30 – 10.40 

Lunch 12.30 – 1.30 12.20 – 1.20 

PM break 3.20 – 4.00 3.10 – 3.50 

Evening Reception 5.30 – 6.30   

 
Please note that these timings are subject to change. Please view the conference website for most up 

to date timings - https://advancing-preconstruction.com/whats-on/full-event-guide/  

Branding 
 
Your company logo will be included on the onsite signage, as detailed in your contract. Please send 
your Event Manager your logo in EPS format as soon as possible. 
 
Please note that if your company is planning on rebranding or in the process of, please speak with 
your Event Manager to establish the print deadlines to ensure we have the correct logo at the event. 

Event App  
 
For the 3rd year, Advancing Preconstruction will have an event mobile app for all attendees to 

download. The app contains the event agenda as well as speaker and sponsor details, useful 

information, exhibitor map and personalised notifications. Attendees are invited to add themselves 

to the delegate list, allowing you to message, connect and set-up appointments.  

https://advancing-preconstruction.com/whats-on/full-event-guide/
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You will be invited to download the app on the W/C Monday 27 April and familiarise yourself with its 

features.  

If you have any questions about the app, or would like to explore app sponsorship, branding and 

partnering options, please reach out to Maddie.  

Marketing Opportunities  
 

 
 
Marketing Manager 
Kaltrina Kastrati 
Direct Line: +44 (0) 203 854 1790 
Email: Kaltrina.Kastrati@hansonwade.com 

 

 

Promote your Attendance at Advancing Preconstruction 2020! 

Sponsor Banner 
You will have received a unique and personalised company banner promoting your sponsorship of 

Advancing Preconstruction. Please use this in the lead up to the event or if you would like a custom 

size or design, please email Kaltrina, our dedicated marketing manager.  

 

Social  
We are also on Twitter so join the conversation online @Advan_Construct and use 

#AdvancingPrecon in your tweets. We will especially be promoting this in the lead up and onsite at 

the event.  

mailto:Kaltrina.Kastrati@hansonwade.com
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Ftwitter.com%2FAdvan_Construct&data=02%7C01%7CMaddie.Chalmers%40hansonwade.com%7C15060fe84ee3449f8a0808d7b9127d6a%7C8a254f89272a4d0fb903a20950a984be%7C0%7C0%7C637181367800634507&sdata=HBtrA0KAQPh9T%2B%2BlAnw35mEtegd5eG1PixdNydItijE%3D&reserved=0
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Discount Codes 
Lastly, you will have received your unique discount code for clients and prospects which we would 

love for you to utilise. Please refer to your email, subject line {Your Marketing Opportunities - 

Advancing Preconstruction (May)} for details or get in touch with Kaltrina for more information.  

Exhibitor Checklist / Deadlines  
 

Send company logo in vectorised high-resolution EPS or AI format ASAP 

Send Speaker Details (Name, Title, Photo, Bio) If applicable ASAP 

Book accommodation for your onsite team, book soon to avoid disappointment!  

Send copy of speaker presentation by Monday 06-April 2020 

Register team passes by sending to Maddie by Monday 20-April 2020 

Deliver all exhibitor materials to venue by Friday 01-May 2020 

Download the event app on the W/C Monday 27-April 2020 

Arrange collection/return of exhibitor materials for Wednesday 06-May 2020 

 

 

 

Please get in touch with the Hanson Wade Advancing Preconstruction Team if you have 

any questions regarding the above information or your participation. We look forward to 

seeing you in May! 

 

 

 

 

 

 

 

 

 

 

 


