
Maximizing Your Conference 
Return on Investment (ROI) 101 
--  Maximize the time, money and talent that you and your organization invest in 
attending and participating in Government or Corporate conferences -- 

 N O V E M B E R  2  -  D U N N  C O U NT Y  G O V E R N M E N T  

C E N T E R ,  M E N O M O N I E ,  W I  

 N O V E M B E R  8  -  L A T I N O  C H A M B E R  O F  C O M M E R C E  

O F  D A N E  C O U NT Y ,  M A D I S O N ,  W I    

 N O V E M B E R  1 5  -  W E B I N A R  

 N O V E M B E R  2 7  -  F O X  V A L L E Y  T E C H N I C AL  

C O L L E G E ,  A P P L E T O N ,  W I  

 N O V E M B E R  2 8  - T E C H N O L O GY  I N N O V A T I O N  

C E N T E R ,  W A U W A T O S A ,  W I    

 D E C E M B E R  5  -  W E B I N AR  
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Presented by the Wisconsin Procurement Institute 
and US SBA and Partners 

 American Indian Chamber of Commerce-First American Capital Corporation (AICCW-FACC) 

 Ayres Associates 

 Dunn County Economic Development Corporation 

 Great Lakes Inter-Tribal Council Inc 

 Grow North Regional Economic Development Corporation (EDC) 

 Heartland Information Research, Inc. (HIR) 

 Juneau County Economic Development Corporation (JCEDC) 

 Kim Swisher Communications, LLC 

 Latino Chamber of Commerce of Dane County 

 Madison Black Chamber of Commerce 

 NeuroRepublica 

 Nicolet Area Technical College 

 Technology Innovation Center (TIC) 

 UW-Stout Manufacturing Outreach Center 

 UW-Stout MOC Discovery Center 

 Western Dairyland 

 Wisconsin Economic Development Corporation (WEDC) 

 Wisconsin Indian Business Alliance (WIBA) 
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Webinar Etiquette 

PLEASE 

◦ Log into the GoToMeeting session with the name that you registered with online 

◦ Place your phone or computer on MUTE 

◦ Use the CHAT option to ask your question(s).  We will share the questions with our guest speaker 

who will respond to the group 

THANK YOU! 
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Assist businesses in creating, 

development and growing their 

sales, revenue and jobs through 

Federal, state and local government 

contracts. 

WPI is a Procurement Technical Assistance Center (PTAC) funded in part by 
the Defense Logistics Agency (DLA), WEDC and other funding sources. 
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WPI OFFICE LOCATIONS 
• MILWAUKEE – Technology Innovation Center 
• MADISON – 

• FEED Kitchens 
• Dane County Latino Chamber of Commerce 
• Wisconsin Manufacturing Extension Partnership (WMEP) 
• Madison Area Technical College (MATC) 

• CAMP DOUGLAS– Juneau County Economic Development 
Corporation (JCEDC) 

• STEVENS POINT – IDEA Center 
• APPLETON – Fox Valley Technical College  
• OSHKOSH –  

• Fox Valley Technical College  
• Greater Oshkosh Economic Development Corporation 

• EAU CLAIRE – Western Dairyland 
• MENOMONIE – Dunn County Economic Development 

Corporation 
• LADYSMITH – Indianhead Community Action Agency 
• RHINELANDER – Nicolet Area Technical College 

 



12/7/2018 MAXIMIZING YOUR CONFERENCE RETURN ON INVESTMENT (ROI) 101 6 



12/7/2018 MAXIMIZING YOUR CONFERENCE RETURN ON INVESTMENT (ROI) 101 7 



WHAT WE WILL BE DISCUSSING 
TODAY 

 Doing your homework – how to develop your focus, goals and plan of 
attack 

 Creating targeted marketing materials including business cards, 
capabilities statements, websites and elevator pitches 

 Leveraging your Small Business status 

 Basics of time management and networking 

 Attracting people to your exhibit 

 Post event strategies 
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ADVICE TO 

SMALL 

BUSINESS 

ATTENDING THE 

NATIONAL 

SAME CONF. 

 

(FEDERAL 

CONSTRUCTION 

CONFERENCE – 

NATIONAL VA 

CONFERENCE 

POSTED AT 

ENTRANCE) 
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Doing your homework -  

How to develop your 

focus, goals and plan 

of attack 



Understanding the event 

December 12. a.m. – Small Business Academy: Business owner 
education workshops, Roundtable learning sessions, Resource Booths 
and Networking. 

December 12 p.m. – Workshops: WEDC & Partners and Resources, 3 
tracks (Construction, Building Sales & Capacity, Foxconn Project) 

December 12 evening – Networking reception 

December 13 – Breakfast guest speaker, Exhibitor hall open following 
breakfast, and One-on-One with buyers. Lunch guest speaker. Exhibit 
hall reopens following lunch along with the One-on-One with buyers. 
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WHY attend a CONFERENCE or TRADESHOW – WHICH 
ARE YOU TARGETING 
 IDENTIFY NEW PROSPECTS AND BUSINESS LEADS 

 CONNECT WITH CURRENT CLIENTS 

 MEET AND CONNECT WITH OTHER BUSINESSES, EXPERTS, RESOURCES, LEADERSHIP, SUPPLIERS….. 

 LEARN ABOUT YOUR COMPETITORS 

 GET INSPIRED 

 EDUCATION AND TRAINING 
 UPDATED INFORMATION 
 TRENDS 
 TECHNICAL  

 CONNECT AND NETWORK WITH POTENTIAL PARTNERS AND MENTORS  

 BECOME PART OF THE “GROUP” 

 IN MOST CASES – IT IS NOT TO GET IMMEDIATE SALES 
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WHAT IS YOUR GOAL – WHAT OUTCOMES 

WOULD YOU NEED TO GIVE YOU A +ROI 

12/7/2018 MAXIMIZING YOUR CONFERENCE RETURN ON INVESTMENT (ROI) 101 13 

 CONNECT WITH 20 CURRENT CLIENTS 
 MAKE 25 NEW BUSINESS CONNECTIONS 
 MEET WITH 30 BUYERS 
 CONNECT WITH 30 NEW CLIENTS AT YOUR EXHIBIT 

BOOTH 
 SET UP 10 FOLLOW UP MEETINGS  

 LEARN 5 NEW THINGS  
 TECHNICAL 
 UPCOMING OPPORTUNITIES – PROJECTS 
 PRIORITIES 

 MEET 5 POTENTIAL TEAMING PARTNERS / MENTORS 
/ SUPPLIERS 
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OR 



WHAT WILL THIS COST – ALL OF IT 
 TRAVEL 

 STAFF TIME 

 EXHIBIT SET UP – SHIPPING – MATERIALS 

 PRINTING 

 ASSOCIATED “SCHMOOZING” 

 THIS SHOULD BE EVALUATED AS AN INVESTMENT NOT AN EXPENSE  

 

 

SUCCESS SHOULD BE EVALULATED AS A RETURN ON YOUR INVESTMENT  
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IF MEETING WITH BUYERS AND 
POTENTIAL CLIENTS / CUSTOMERS 
 DO YOUR HOMEWORK – IT IS EXPECTED THAT YOU COME 

PREPARED TO MEETINGS – KNOW WHO YOU ARE MEETING WITH 

 DATABASES – IF GOVERNMENT SAM, DSBS, FPDS, USASPENDING, FBO, SMALL 
BUSINESS OFFICES AT GOVERNMENT AGENCIES OR DIVERSITY / SUPPLY CHAIN 
PORTALS FOR INDUSTRY 

 NEWS SOURCES 

 SOCIAL MEDIA 

 TRADE GROUPS, ASSOCIATIONS….. 

 NEXT DISCUSSION – HOW YOU PREPARE TO PRESENT YOURSELF 
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Creating targeted 

marketing materials 

including: business 

cards, capabilities 

statements, websites 

and elevator pitches 



BE PROFESSIONAL 

 YOU 

 YOUR STAFF 

 YOUR MARKETING MATERIALS 

 YOUR EXHIBIT BOOTH 

 YOUR PRESENTATION 
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BASIC MARKETING MATERIALS 

 Business card 

 Capabilities statement 

 Website 

 Prepared verbal introduction of your business 

 Prepared verbal “about your business” 

 Social media  

 And if Federal / Federal prime market is target – register in 

www.SAM.gov and inside SAM http://dsbs.sba.gov  
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http://www.sam.gov/
http://dsbs.sba.gov/


IMPORTANCE OF UNDERSTANDING AND 
LEVERAGING YOUR SMALL BUSINESS STATUS 
WHEN MEETING WITH GOVERNMENT 
AGENCY OR THEIR PRIME CONTRACTORS – 
YOUR SMALL BUSINESS STATUS AND SMALL 
BUSINESS PROGRAM CERTIFICATIONS MATTER 

WHEN MEETING WITH OTHERS – THEY MAY 
OR MAY NOT MATTER 

THEREFORE – YOU MAY NEED 
TWO IDENTITIES 
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LEVERAGING YOUR SMALL BUSINESS 
STATUS – US SBA 
 WHAT IS A SMALL BUSINESS – NAIC’s determines 

 WHY DOES IT MATTER – ACCESS AND PREFERENCE 

 CATEGORIES OF SMALL BUSINESS 
 FEDERAL – SMALL 23%, WOMAN 5%, DISADVANTAGED 5%, HUBZONE 3%, 

VETERAN, SERVICE DISABLED VETERAN 3% 

 DBE – WOMAN OR MINORITY 

 STATE OF WISCONSIN – MINORITY, WOMAN, SERVICE DISABLED VETERAN 

 OTHERS – LOCAL GOVERNMENT, CORPORATE 
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BUSINESS CARD 
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•CLEARLY states what your business DOES – use a tag line if 

necessary 

•COMPLETE contact information including street address, 

telephone and email 

•NAICS codes – NIPG codes – DUNS – CAGE CODE 

•Website 

•Small business designations – small, HUBZone, SDVOSB, MBE….. 

•Quality level, ITAR, other technical and professional 

certifications of value to market 

•ALSO 

• Professional in appearance – include logo 

• Light colored background - Non glossy paper 

• If recent “award recipient” – would need to be recognizable 

https://www.census.gov/cgi-bin/sssd/naics/naicsrch?chart=2017
http://www.nigp.org/home/find-procurement-resources/agency-development-path/nigp-code


CAPABILITIES STATEMENT 

A concise one page document that clearly and effectively 
communicates your capabilities to potential government 
customers. 

It should include: 
◦ Company Data 

◦ Core Competencies 

◦ Key Information 

◦ Differentiators 

◦ Past Performance 
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• EVERY CAPABILITIES 

STATEMENT WILL BE UNIQUE IN 

APPEARANCE AND CONTENT – 

it should reflect your company 

and your work 

 

• IT IS IMPORTANT THOUGH TO 

INCLUDE ALL THE ELEMENTS 

WE DISCUSSED 

 

• IT SHOULD REFLECT YOUR 

COMPANY’S IDENTITY AND 

BRAND 

 

• IT CAN BE SIMPLE – MUST BE 

INFORMATIVE  

 

• And SHOULD LOOK GOOD 
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Recommend 

light color 

background – 

allows for note 

taking and 

comments 
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MUST HAVE A WEBSITE SO THOSE 

YOU MEET CAN “CHECK YOU OUT” – 

SHOULD BE SIMPLE AND EASY TO 

NAVIGATE 
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PREPARED VERBAL INTRODUCTION OF YOUR 
BUSINESS 

 SHORT and TIGHT introductory statement – maybe 30 seconds or so 

◦ Who you are 

◦ What you do 

◦ KEEP IT BUSINESS 

◦ Try it – refine it – try it – refine it – until you feel it is just right 

Example - Good afternoon. My name is Red Green, President of the 

Green Barge Company based in Jacksonville, Florida.  Our company 

specializes in shoreline clean up and reconstruction. 
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PREPARED VERBAL  “ABOUT YOUR BUSINESS” 
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You would use this as your discussions continue or if you are in a situation 

where a longer opening is available and appropriate – 1 – 2 minutes 

My name is Red Green, President of the Green Barge Company based in 

Jacksonville, Florida.  Our company specializes in shoreline clean up and 

reconstruction. We are currently working with the USACE on repairing 

areas on the St. Josephs River damaged after Hurricane Irma.  Green 

Barge is certified as a HUBZone with 10 years of  experience in 

shoreline work.  We have an experienced crew with a superior safety 

record. 
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Basics of time 

management and 

networking 



PLAN AHEAD – PREPARE 
 DEVELOP A SCHEDULE FOR THE EVENT 

 REVIEW THE LIST OF SPEAKERS 

 REVIEW THE SCHEDULE OF PRESENTATIONS AND MEETING 

 REVIEW THE LIST OF EXHIBITORS 

 MAKE A PLAN – IN DETAIL 

 SCHEDULE MEETINGS AT EVENT AHEAD OF TIME 
WHERE POSSIBLE 
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Attracting 

people to your 

exhibit 



GETTING PEOPLE TO YOUR BOOTH 
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DECISION IN BOOTH SETUP AND 
SUPPORT 
WHO SHOULD BE STAFFING YOUR BOOTH 
 KNOWLEDGE LEVEL 

 ENTHUSIASM 

 ENGAGEMENT 

STAFF MESSAGE AND INTERACTION WITH ATTENDEES 

WHAT IS THE MESSAGE 

SHOULD YOU HAVE GIVE AWAYS – RAFFLES  

SHOULD YOU HAVE GAMES AND ACTIVITIES 

UNMANNED BOOTH? 

SAMPLES? 

 

 

  

12/7/2018 MAXIMIZING YOUR CONFERENCE RETURN ON INVESTMENT (ROI) 101 36 



12/7/2018 MAXIMIZING YOUR CONFERENCE RETURN ON INVESTMENT (ROI) 101 37 

Post event strategies 



POST EVENT STRATEGIES 

 FOLLOW UP AND MAKE IT PERSONAL AND SPECIFIC 
WHERE POSSIBLE - IN A WEEK OR SO AFTER EVENT 

 EVALUATE THE VALUE OF THE EVENT BASED ON THE GOALS YOU ESTABLISED 
WHEN YOU DECIDED TO ATTEND 
 SUCCESS 

 NOT A SUCCESS 

 REVIEW YOUR COSTS 

 EVALUATE WHAT YOU COULD HAVE DONE BETTER 

 IDENTIFY IF THE EVENT WAS A GOOD FIT 
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http://marketplacewisconsin.com 

http://marketplacewisconsin.com/
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Wisconsin Procurement Institute 

A Procurement Technical Assistance Center (PTAC) 

 

10437 Innovation Drive Suite 320 | Wauwatosa, WI 53226 

(414) 270-3600 info@wispro.org       

Website: www.wispro.org 

FOR ASSISTANCE CONTACT: 

mailto:info@wispro.org 
http://www.wispro.org/

