How to Host a Seminar or Trade Show

Seminars are perfect venues for meeting new prospects in a relaxed setting.  Best of all, they can provide you with a great opportunity to discuss and demonstrate new products, solutions, services and a variety of other topics that can help you showcase the strengths of your business.  By following the six steps listed below, you’ll be well on your way to organizing and holding a successful seminar or trade show.  

Step One

Determine the Location   

For starters, decide where you’d like to host the event.  Which city would best attract the most attendees?  Try to find a location that is in fairly close proximity to your customer base or to potential customers that you would like to reach.  Choosing a location may also be affected by facility availability, timing issues and weather.

Step Two

Collect a Database

Narrow down the groups you’d like to target and select a database with the names and addresses of potential attendees.  You can get databases from several outlets:

· Purchase them through iMarket Inc (Dun and Bradstreet is included)  (800) 532-3775

· Purchase them through Direct Response (information from the Yellow Pages) (800) 532-7879

· Contact trade publications to inquire about database purchases

· Use your own customer database

Remember to ask for contact names, company names, phone numbers and fax numbers (when available) when purchasing databases.  You may have to pay an additional price for phone numbers.  Further, databases should be duped for like records, which will ensure that you will market to each potential customer only one time.  This can be done through a certified mailhouse.

Step Three

Secure an Event Facility

Start the process by researching a variety of facilities based on anticipated attendance.  Because they generally feature ample conference facilities, hotels are often the best places to start when searching for a location to host a conference, seminar or trade show.  You may need to contact exposition halls and convention centers for larger events.  

To discuss details with representatives of a potential facility site, contact the Sales and Catering offices.

You’ll need to provide full details about your event to your contact at the event site.  Here are some questions to consider and discuss with your facility contact when planning an event:

· Is the meeting room large enough for the anticipated attendance?

· How will the room be set up?


*Theater set-up includes chairs only


*Classroom set-up includes chairs with 6’ long tables


*Banquet set-up includes table rounds of 8 to 10 (for luncheons, dinners, banquets)

· What are your Audio/Video needs?  

*Most hotels and conference centers have an AV contact.  The most frequently used LCD packages include laptops that are connected to a projector, allowing Power Point or other presentations to be viewed on a large screen.  Also, depending on room size, a microphone may be appropriate.

· Will your LCD package include a screen, a cart for the LCD and a remote control unit?

· What kind of food and beverages will be served?

*It’s best to determine what type of food should be ordered based on the time of day that the event will be held.

*Continental breakfasts (muffins, bagels, juice and coffee) make for a convenient and easy-to-serve choice for morning meetings.

*Full breakfasts with hot breakfast items may be appropriate for lengthy “sit-down” morning meetings.

*Buffet lunches are often best for early afternoon meetings.  Using a deli buffet allows the attendees to create their own sandwiches and select the kinds of food they enjoy.

· What other setup materials will you need from the facility? 

*You can use a tripod easel outside of the meeting room to post a custom sign or have a personal “greeter” available to give directions inside the lobby.

*You may also request that the facility post the name of your seminar in a prominent
place to allow the attendees to locate the meeting room

· Are there any extra labor costs?

*Labor costs are generally charged for hanging banners inside the meeting room

*Registration tables (including chairs, a wastebasket and power supply) are typically complimentary

Step Four

Marketing Your Event

Creating and mailing an invitation – If you don’t have an in-house creative team, you can contact local advertising agencies, printers and mailing houses to create and mail an invitation to your event.  Further, ScanSource’s One Stop Creative Shop can also assist you in creating an invitation. (Contact Kim Bennett at 800-944-2439, ext. 4793, for details on the One Stop Creative Shop).

Your invitation should include all relevant information about the event, including the time, location, agenda, a description of the event and directions to the site.  Remember – It’s best to mail the invitation at least three weeks in advance of the event.  Also prepare a way to have attendees register so that you know in advance potential size of audience.  You should also allow approximately two to four weeks to create an invitation and two weeks for printing.  

Telemarketing – is an effective compliment to your direct mail invitation and provides you with an opportunity to explain the benefits of attending your event, as well as to outline the costs and help the invitee determine who should attend.  Step one involves creating a script for telemarketers to use.  The script should include:

· A description of the seminar

· The location

· Date

· Time

Instruct your telemarketers to make a record of all interested parties to allow for followup calls.  Other questions to consider:

· How many telemarketers will I need?

*You should estimate that the average telemarketer will make around 100 calls per 8 hour day.  You can then determine the number of telemarketers you’ll need by determining the number of days prior to the event date that your telemarketers will be making calls, starting from the day the invitation mails.   However, the telemarketing should ideally begin once the invitations have been received.

· When should followup calls be made?

*Confirmation/reminder followup calls should be made two or three days prior to the event date to all customers who indicate they will be attending.  Attendance can vary widely, but a good rule of thumb is that 30-40% of “confirmed” prospects will attend.

Step Five

Hosting the Event

You should dedicate an appropriate number of people to be on-site during the event (be sure to designate a “leader”).  This person or team of people should plan to work with the facility staff, help set up signage and exhibit tables, answer questions from attendees and generally oversee all activities to ensure that everything runs smoothly.

Door prize drawings are good tools for keeping attendees at the event until it ends, and they also provide you with a convenient reason to collect information and other data from your attendees.

Invariably, the unexpected will occur. As the Boy Scout motto suggests: Be Prepared!

Step Six

Follow up

Don’t wait!  Follow up promptly while the attendee still has a good feeling about your company.

Lead suggestions:

· Collect business cards from interested prospects

· Send each prospect a thank you letter

· Call all attendees (either a sales representative or business development representative should make the call)


GOOD LUCK hosting your event!

