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Program Sharing

Maximizing the Value of a Tradeshow



Objective

To share best practices among corporate members on effectively 
managing processes and tactics related to EXPO and Tradeshows.



Program Sharing Input

Linda Stokes

Coca-Cola

Tami Hunter

ConocoPhillips

Kelly White

Shell Oil



Being Prepared

ωBefore the Tradeshow (most prep time)

ωDuring the Tradeshow

ωAfter the Tradeshow



Before the Tradeshow
ωSet specific goals

ωHave a desired outcome

ωEach EXPO should have its own set of specific, quantifiable, realistic goals 
ǘƘŀǘ ŀǊŜ ƛƴ ƭƛƴŜ ǿƛǘƘ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ƻǾŜǊŀƭƭ ǎƻǳǊŎƛƴƎ ǎǘǊŀǘŜƎȅ ŀƴŘ {ǳǇǇƭƛŜǊ 
Diversity outreach objectives i.e.: 
ωmeet new potential suppliers (specific service areas)
ωreconnect with current prospects
ωnetwork with and benchmark industry peers
ωconnect with Prime Supplier representatives



Before the Tradeshow
ωHandle logistics

ωConfirm arrangements with organization
ωǎǇƻƴǎƻǊǎƘƛǇ ƻǇǇƻǊǘǳƴƛǘƛŜǎ όǿƘŀǘΩǎ ƛƴŎƭǳŘŜŘύ
ωbooth space limitations / assignment - location & number
ωelectrical / audio visual requirements
ωshipping instructions
ωany restrictions

ωTravel arrangements / driving directions / parking



Before the Tradeshow
ÅHandle media arrangements
ωŎƻƴŦƛǊƳ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ƳŜŘƛŀ ǇǊƻŎŜŘǳǊŜǎκǇǊƻǘƻŎƻƭ
ωprepare all representatives for media opportunities 

ωIdentify executives attending or participating and communicate 
needed information

ωIdentify participants (with upcoming opportunities) and  
get them registered

ωIdentify targeted suppliers and appropriate sourcing representative  
and set one-to-one meetings



Before the Tradeshow
ω Brief participants

ω Event type
ω hǊƎŀƴƛȊŀǘƛƻƴ ŀƴŘ ƛǘΩǎ Ƴƛǎǎƛƻƴ
ω ¸ƻǳǊ ŎƻƳǇŀƴȅΩǎ ǊŜƭŀǘƛƻƴǎƘƛǇ ǿƛǘƘ ƻǊƎŀƴƛȊŀǘƛƻƴ
ω ¸ƻǳǊ ǎǇƻƴǎƻǊǎƘƛǇ ƭŜǾŜƭ όǿƘŀǘΩǎ ƛƴŎƭǳŘŜŘύ
ω Location / venue
ω Your contact information
ω Timeline / schedule of events
ω Their responsibilities 
ω Who will be attending from your company
ω ¸ƻǳǊ ŎƻƳǇŀƴȅΩǎ ǇǊƻŎŜǎǎ
ω Appropriate attire 

http://www.nmsdc.org/index.html


Before the Tradeshow

ω .ǊƛŜŦ ǇŀǊǘƛŎƛǇŀƴǘǎ ƻƴ C!vΩǎ
ω How do I become a supplier to your organization?
ω What is your procurement process?
ω What are you requirements?
ω Iƻǿ Řƻ L ƳŜŜǘ ǘƘŜ ǇŜǊǎƻƴ ƛƴ ŎƘŀǊƎŜ ƻŦ ΧΧΦΦΚ
ω Do I have to be certified by a 3rd party organization?
ω What products/services are you currently sourcing? 
ω Does your company have a set aside program?
ω What is your second tier process? 
ω Are there any second tier opportunities?  With whom?



During the Tradeshow
ωKnow who will be working your booth and their areas of responsibility

ωHave a booth schedule posted 



During the Tradeshow

ωKnow what commodity/service you are CURRENTLY sourcing

ωKnow what commodity/service you WILL BE sourcing (6-12 months)

ωKnow what commodity/service you are NOT sourcing
ωrecently awarded contracts
ωsaturated areas of opportunity
ωgeographic scope (regional, national, international)
ωareas where prime supplier covers full scope (no opportunity)



During the Tradeshow
ωHave updated brochures and marketing materials available

(your preference electronic or printed materials)

ωHave enough promotional items  available

ωBe honest with suppliers /   inform them if their product/service
is something your company can use or NOT

ωBe professional at all times (you are an ICON for your company)

ωKeep your display area clean / no food visible at your booth



After the Tradeshow

ω{ŜƴŘ ά¢Ƙŀƴƪ ¸ƻǳέ ƴƻǘŜǎ ǘƻ ƛƴǘŜǊƴŀƭ ǇŀǊǘƛŎƛǇŀƴǘǎ όǿƛǘƘƛƴ мst week)

ωSend survey to internal participants for feedback (within 1st week)
ωDid trade show meet their expectations? 
ωDid they connect with any potential suppliers?
ωWould they participate in the event again?
ωWas there adequate coverage during the show?
ωWere the one-on-one meetings beneficial?
ωHow could it have gone better?
ωRecommendations for improvement?



After the Tradeshow

ωCompile/review feedback for future shows

ωComplete survey from the organization to help with any improvements

ωRespond to MBEs that will be contacting you!



One to One Sessions

Relationship-Building Process



What are One-to-One Sessions?
ÅPre-arranged 15-minute appointments

ÅBetween minority supplier and corporate representative

ÅFocus on upcoming procurement needs



!ƴ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ ΧΦΦ

ÅMinority suppliers to relay their value proposition

ÅCorporate representatives to meet qualified  minority suppliers

ÅCorporate representatives to initiate the  relationship between the 
minority supplier and the purchaser

ÅMinority suppliers to get specific information about a real opportunity

What are One-to-One Sessions?



Maximizing the Value - Corporate
ÅCommit representatives who know  about specific business opportunities

Å9ƴǎǳǊŜ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƪƴƻǿǎ ǘƘŜ  ǇǳǊŎƘŀǎŜǊΩǎ ƳƛƴƛƳǳƳ ǎǳǇǇƭƛŜǊ 
requirements

Å9ƴǎǳǊŜ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƛǎ ǇǊŜǇŀǊŜŘ ǘƻ  ǇǊƻǾƛŘŜ ǘƘŜ ǇǳǊŎƘŀǎŜǊΩǎ ŎƻƴǘŀŎǘ ƛƴŦƻ

ÅEnsure the representative follows up with the purchaser regarding capable 
suppliers



Maximizing the Value - Suppliers
ÅIntroduce yourself confidently and explain your value proposition

ÅGet the contact information of the corporate representative and the 
purchaser

ÅAgree to a specific date and time for follow up

ÅGet feedback on timing of opportunity and most appropriate method 
for follow-up (i.e. email, phone calls)



One-to-One Resources

HMSDC Staff

ÅProvide HMSDC with a list of upcoming contract opportunities for 
products or services your company is seeking to purchase.

ÅHMSDC will match your contract requirements with qualified 
minority suppliers who have registered for EXPO and set up 
appointments.



Registration Information

Contact HMSDC
One-to-One Coordinator

Angela Freeman
angela.freeman@hmbc.org

Registration Deadline:  September 3, 2010

mailto:angela.freeman@hmbc.org
mailto:angela.freeman@hmbc.org


Brainstorm !!! 

How can we be more effective ?

²Ƙŀǘ ƳƻǊŜ ŎƻǳƭŘ ǿŜ Řƻ ǘƻ ŀǎǎƛǎǘ a.9Ωǎ  Κ


