
Request a Hotel Room Block Instructions 
 

 

Step 1: Click, Utility Expo Exhibitor Portal. 

Step 2: Log into your exhibitor portal by entering your ‘Email address’ and ‘Password.’ If you do not 
recall your password, you can reset it on the landing page by clicking, “Set/Reset your password.” If 
you need to update the email address on file, please email Exhibitors@aem.org for assistance. 

 

Step 3: Select the “Request Now” button to access your exhibitor dashboard to Request a Block. 
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Step 4: Complete the required questions on the ‘Contact Verification’ page, agree to the ‘Terms of 
Use’ and click the “Verify” button at the bottom of the page 

 

 

 

 

Step 5: To begin the block request, click the “Begin” button on the Room Block Request Form page 
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Step 6: Agree to “Hotel Block Policies, Sign Authorization” and select the “Continue” button. 
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Step 7: On the “Hotel Preferences” page, select at least seven (7) hotels, ranked in order of 
preference. Once you have selected your hotel preferences, scroll to the bottom of the screen, and 
click the “Next” button. 

 

Step 8: On the “Additional Criteria” page, rank your hotel selection criteria by clicking the arrows to 
move the criteria into your preferred order. Once your criteria have been ranked, click the “Next” 
button. 
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Step 9: On the “Request Rooms” page, select your block dates, number of room nights needed on 
peak, then click “Apply” button. After clicking “Apply” you will need to complete the distribution of 
room nights.  

 

*DISCLAMER: If your company utilized the official Utility Expo 2025 room block, your 2025 final hotel block 
will automatically populate with your allowed 10% increase, based on the arrival and departure dates you 
select.  

 

Step 10: Please enter any special requests such as type of suite needs, preferred location of suites, 
etc., in the “Special Requests and Suite Request Details” box. Once you have distributed your room 
nights, click the “Next” button at the bottom of the screen. 
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Step 11: Review your block summary for accuracy. If you are satisfied with your allocations, click 
the “Submit Block Request” button at the bottom of the page. 

 

 

 

You have now completed your Room Block Request!  

To verify that your Room Block Request has been submitted you should see the message “Hotel 
Block Request is in Progress” notation on your dashboard. No further action is required from you at 
this time. Show Management will review your request. Once your request has been approved and 
assigned, you will receive an email to “Accept and Confirm Your Assignment.” 

 

 

 

 

 

 

 


