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SECTION ONE: Objectives of our attendance
	What were our objectives?


	Did we meet our objectives?

	Promote our products


	Yes

	Obtain new leads

	Yes, need time to obtain idea of potential leads

	Meet existing customers


	Had both meetings on and off the stand with various distributors and end-users

	Market presence


	Yes, had various enquiries/comments regarding us still being in the market

	Look for new products


	Yes, one team member focused on this task, other members got the opportunity to look around also

	Market research e.g. competing products, market trends and developments

	Yes, gained an understanding of similar products to existing products 

	Look for components (CompaMed)
	No. Unfortunately this section of the show had closed before we had the chance to look around


SECTION TWO: Our Performance at the Show


What worked?
	Pre-Show

AND

During Build Up
	During the Show
	During Breakdown

	A check list of equipment and materials needed for the show and tasks to be completed was drawn up to prepare and co-ordinate all aspects.

Travel and accommodation details arranged in plenty of time.

Had a stand layout already planned which saved time when setting up the stand.
Arrived in good time to set up the stand.
	Had enough people working on the stand (3 full-time) to speak to customers and deal with those who maybe waiting for specific team members who were busy with another customer.
The meeting room meant that private meetings could take place without disrupting the flow of the stand. Gave customers the confidence and privacy to talk openly.
Staff demonstrated sound knowledge of the products. 
Gave staff the opportunity to learn about Viamed products, the medical equipment market and products as well as Medica in general.

Always at the stand with plenty of time before the start of the show, always working the stand until close of the show.

Staff always looked professional and smart.

Staff dealt with customer enquiries in an informative and pleasant manner.

All staff present when they should be.

Staff tried to acknowledge all visitors to the stand even if they were busy with another visitor.

The stand did not take long to open or close each day – due to the lockable glass columns with the equipment in.

Enquiry pads meant that customers could leave their details if all team members were busy.

Using VIC to answer customer queries.

Having customer sales details.

Having a master copy of distributor price lists so if someone was very keen. 
	Worked well to assign tasks and dismantle the stand.
The stand did not take long to dismantle and pack up at the close of the final day. 



What didn’t work?
	Pre Show

AND

During Build Up
	During the Show
	During Breakdown

	Two of the flights to Düsseldorf were not direct.

Needed to take a small trolley/pallet to move stand equipment from the car to the stand.

The height of the products listing panel meant that it was difficult to fit into the car.  
	Perhaps better pre-show preparation on the products needed so all staff could handle customer enquiries.  
Converting prices into different currencies when customers were purchasing the finger pulse oximeter was difficult due to lack of knowledge of exchange rates etc.

Didn’t have enough Viamed pens.

Some members of staff were not sure on which countries we have a distributor in.


	Issues with getting the car to the car park at the close of the show. It was taken from the accommodation to a car park on site in the morning and then tried to get it into the exhibition at the close of the show (this took a few hours at the close of the show). 
Platform Europe disrupted the stand during breakdown trying to access their equipment.




SECTION THREE: How the Stand Worked


What worked?
Having a set stand layout for where all demo equipment was being displayed saved a lot of time and debates.
The meeting room meant that private meetings could take place without disrupting the flow of the stand. This gave customers the confidence and privacy to talk openly.
The lockable glass cabinets meant that equipment was displayed effectively and kept tidy. It also meant that set up and close of the stand each day was efficient. 

The Perspex display units for the V1000 etc. 

The product listings panel gave visitors an overview of our product areas.

The reception/bar area gave people a focus and an area to speak to customers should they wish to speak to someone in more detail.

Having VIC on a laptop meant that we could use it to assist in answering people’s questions regarding products we were both displaying and not displaying at the show.

Having a copy of customer sales details etc on a memory stick meant that we could refer to this during meetings.


What didn’t work?
Not enough shelving in the cupboards to separate leaflets – meant that replenishing the leaflet stands was untidy. 
The lighting on the stand could be improved:

Lighting to be installed over the meeting room. 
Three lights to be placed on the wall next to the bar area.  
SECTION FOUR: Observation/Presumptions of the Show Itself

The show wasn’t as busy as it has been in previous years.
Visitors are more focused and plan how they will use the exhibition, many had set meetings etc – therefore didn’t get as man ‘time-wasters’ visiting the stand.
It is moving more towards an opportunity to meet with existing customers to build relationships and discuss business issues. The stands were more designed as bars/meeting areas with lots of tables and chairs. There were fewer products on display and on some stands it was difficult to gather product literature.
It is moving away from an opportunity to show launch new products – one comment from a team member, regarding finding/launching new products, during this discussion was ‘If it’s launched at Medica it is too late’. 
People are not staying for the duration of the show – they make a plan, prior to attending, of who they want to see, make their appointments and once they have done this they leave. 

SCETION FIVE: Lessons to be Learnt/Recommendations for Next Year

· Check flight details thoroughly before booking
· Arrange car parking prior to exhibition – particularly important for last day of the show. Book one car park space for the entire week.
· Take a trolley to transport equipment from the car to the stand

· Need a system for converting prices into different currencies using exchange rates set at the beginning of the week
· Take a master document/database of each country and whether we have a distributor there and in which products

· Alterations for stand: 
· Lighting to be added over the meeting room

· Lighting to be added on the wall next to the bar area

· Ask for shelving to be placed in the two 1m wide base units

· Have a plan of the order of sequence for setting up the stand e.g. posters up first, leaflets in stand and remaining boxes away etc

· Have each shelf, of the glass columns, agreed and planned out before hand with all products for each shelf packed in a box together with a photograph of how it will be set out 
· Have all artwork/promotional material/equipment checked and signed off well in advance of the show, with a signed proof retained for reference
· For key products we are concentrating on everyone should know the various prices beforehand

· All staff should know and understand about the products before Medica

· State on the stand design house contract that their staff are not to dismantle the stand until 19:00

· Have a Viamed Product Summary leaflet mirroring that of the product panel – incorporating the Medica logo

· If memory sticks etc are used to store customer details on these should be encrypted/password protected

· Spend less time having major meetings with suppliers on the stand, e.g. Teledyne, Dolphin – focus on the customer

· Maintain the Medica portal and do as much pre-show marketing, to raise awareness of our attendance, as possible e.g. Medica logo on emails/web etc, labels/stickers on all customer correspondence (can be arranged from Medica organisers), invitations sent, press editorials, meetings arranged to raise as much awareness to both existing and potential customers that we will be attending. NOTE: General consensus is that the Medica portal is becoming more important to the visitors to the show
· Launch products prior to Medica and promote the fact that these can be seen at Medica – will then give people a reason for visiting our stand

· If organise an important dinner e.g. Teledyne meal/Viamed 30th birthday it is better to do it somewhere you are familiar – the setting, size, location, food etc so you know what to expect (the Teledyne meal worked well on the boat)

· For purchases in Germany it is possible to re-claim the VAT
· When booking the accommodation determine whether there is any flexibility in terms of having certain rooms for the full week but others for only certain number of days (e.g. this year John only needed his room for 2 nights)

· Possibly have a number of memory sticks with company profile presentation and catalogue/leaflets on for when visiting other people’s stand. If memory sticks etc are utilised for customer data ensure they are password protected – data to be approved by DL/SN.
· Utilise packing cases that can be broken down flat rather than cardboard boxes – easier to store on the stand

· Look into arranging Insurance Indemnity and Liability insurance to cover for Medica and staff/visitors to the stand

· Make more of a plan and assign responsibilities for looking round the exhibition e.g. looking for components, looking for new products, approaching OEMs to sell our compatibles as originals, NOTE: CompaMed is only on for the first 3 days of Medica

· It is useful to separate business cards collected into 2 groups; priority ones and general information requests
SECTION SIX: Exhibition Checklist
Preparation Before Medica (in plenty of time)

Who is to attend and for how long?
Objectives of the session

Stand layout finalised

Passes

Medica online portal

Accommodation booked

Travel details organised and booked
Restaurants for evening meals booked

Meetings organised

Raise awareness of attendance beforehand 

Exhibition Stand Equipment (of what we took for Medica 2006)
V1000 x 5 (2/3 for display + 2 for demo)

V1000 wall mounts
V1000 Case Protector

Microstim x 5 (2/3 for display + 2 for demo)

Oxygen Sensors 

R15, R17, R22, R23, R24, R29, R30, 
T4, T7, MAX-10, MAX-14, MAX-43, R17A, R17AH, R21A,  R22A, 
R22AH

Oxygen Sensor Accessories

0120100, 0120104, 0120108, 0120120, 0120126, 0120130, 0120161, 0120163, 0120164 + others
Flow Diverters and T-Pieces
AX300 x 4 (2 for demo + 2 for display) 

MX300 x 4 (2 for demo + 2 for display)

Universal mounting clamps x 2 
Suction Cups and sensors etc
MD300-D x 20

MD300-C x 2

PC60 x5
SpO2 sensor Perspex panels x 2 (1 x disposable + 1 x reusable)

VG900 x 1 + faulty probes
DL3000 x 1

Pippa Breathing Monitor Kit x 1

Apgar Timer x 3 (2 for display + 1 for demo)

Tom Thumbs x 2 (2 different assemblies for display)

Disposable Oxygen Hoods 

Standard x 2 (1 for display + 1 for demo)

NICU x 1 
Heatshield x 1

Reusable Oxygen Hoods


Standard x 1


With side ports x 1

Lightshields


Standard 

With front

EyeMax x 2 sizes
Posey Wraps

Dolls x 2

Baby Mattress

Blue Diamond Gel Products


Small gel arm board 
Flat bottom positioners

Heel Protector


Head Positioners 
Viamed bags 
Bag stand (x 3 pieces) + key to fasten together
Leaflet stands x 2
Leaflets

Product Application Details

Viamed product folders (complete)
Posters – Resuscitation Cabinet, V1000, Microstim, AX/MX x 2, Pippa Breathing Monitor
Receipt book

Fire extinguisher

Kitchen Equipment

First Aid kit

Vacuum cleaner

A staff guidebook for hints and tips (including information regarding drinking plenty of water, have comfortable shoes etc)
Coffee Machine

Kettle

Tea bags

Filter Coffee 

Filter papers

Sugar sachets

Long Life Milk

Water
Cordial
Plastic Cups x 2 sorts – blue and white

Chocolates

Mint sweets

Kitchen Cleaner Spray

Dish cloths

Dusters
Kitchen Roll

Plastic Spoons

Silicon Polish

Bin

Bin liners (small and black)
Miscellaneous Equipment
Glass Head

Perspex cylinders

Blue beads

Business card holders x 2
Business Cards
Stapler

Containers for business cards collected
Glass jar for chocolates
Blue bowl for chocolates
Enquiry pads

Note pads

Viamed pens

Teddy Bears

Tool box (incl. screwdriver, Scellotape, Blue tack, scissors, ruler, pens, pencils, tape measure)

Batteries

Velcro (at least 6 lots of both hook and loop)
Euro plug adapters

Extension cables

Camera

Laptop

SECTION SEVEN: Useful General Exhibition Information
Book ferries or flights early. For Medica, if you travel by ferry from Hull on the Monday evening, you will have enough time to set up the stand the next day.

Remember there will be some queues at the exhibition ground.  For Medica, you will need €50 (refundable) in cash for 2 hours parking on the construction day. You may also have to park some distance away from the entrance to your exhibition hall.  
If you get a chance to attend the evening receptions then do so.  Contacts are useful and it also supports the group (Medilink and companies).

At the exhibition - If you have any queries or need any help at the exhibition, don’t be afraid of asking any of the other companies, or the people from Medilink.

If you need more furniture etc., the stand builders may be able to help you.

If you have glass cabinets take some glass cleaner, we found the surface cleaning wipes (RS) to be good both during initial set up, and for cleaning the grubby finger prints (customer's)  from the cabinets during the exhibition.  It may also be useful to have silicone polish (RS) for equipment etc.

If you don’t want products to be handled, dismantled or disappearing etc., make sure that they are protected i.e. in glass cabinets, or securely mounted.

If you have a mobile phone take a charge with you to recharge to phone on the stand.  You will use the phone more than usual.

If your equipment uses batteries take plenty of spares.

If you have mains powered equipment, take spare fuses and a screwdriver.

Enquiry forms - If you are busy, other customers around the stand can supply their details and indicate the products that they are interested in.  We found it useful to staple customer’s business cards to the enquiry forms (we used an electronic stapler which aroused more interest than our products; we could have sold dozens of them).  You can also put your notes regarding the customer on the enquiry forms.  

Be aware that some nationalities, such as Arabs for the Middle East could be offended if you mark (write, staple) their business cards.  Some of cards are highly decorated, usually with gold text etc. and a business card is seen as a refection of and an introduction to that person.  
If you have mints or sweets on the stand it can help with customer approaching the stand.  If you are busy and they take a sweet they are liable to wait a little longer for you to finish with the previous customer.  If your stand is really busy try and get customers to come back at later arranged time.

Distributor questionnaire - If someone is a potential distributor you could save time by having a set  questionnaire with the details that you require, such as number of employees; turnover, how long  they been established, which products and companies do they already distribute, will there be a conflict of interest?

Enquiries - You will need to reply to all your enquires so ideally you need to set up some sort of database on a PC.  If you take a PC to the exhibition it could save time if you are not busy with customers.  However, it will put off potential customers if you are seen to be in corner of your stand ‘playing’ with a PC.

Leaflets - Take plenty of them.  We found it useful to have a summary of our products to give out rather than giving each enquiry too many leaflets and leaflets that they do not need.  You need to have leaflets and use leaflets, but they can be expensive.  It would be advantageous to have the summary in different languages.  They could in turn use this summary to indicate which products they are interested in.

Prices - We found it beneficial not to generally give out distributor prices.  You may be giving dangerous information to potential competitors of your eventual distributors. Also there are some ‘end users’ who attend the exhibitions and it is quite easy to work out profit margins.

Customers - They may not just be distributors and ‘end users’ they may be other companies who want to buy your products or have them made on an OEM basis.

Products - If you have a small company be aware that your resources will be stretched.  It is all well and good getting plenty of leads but can you reply to them? Do you have the materials to send i.e. leaflets and products.  Can you supply product or manufacture it in order to meet the increased demand?  If you manufacture products can your suppliers cope with the increased demand for components?  You should get better pricing for components so your profit will increase.  Exhibitions can work for you, but if you can not supply information or products your efforts will be wasted and you will end up with a negative effect.

Beware of the ‘F’ word you will be asked for free samples.  Do you want to, or can you afford to supply them?

Food & drink - Ensure that you have a good breakfast.  You may not have time for lunch.  If you get a chance to have a quick break take it.  Don’t eat or drink on the stand.

Don’t have too much to drink (alcohol) during the exhibition.  Watch what you eat, i.e.. beware of curries or food with garlic etc.  Also be careful of buffets (food poisoning).

Shoes - Wear comfortable shoes, don’t wear new ones!

Breakdown of stand - When the exhibition has finished everyone tries to get away as soon as possible.  You need to get someone to bring your transport very early otherwise you will have to wait in a traffic jam for hours!

Don’t leave your stand unattended, things will disappear.

For Medica, if you are planning to catch the Saturday evening ferry, it will be a tight schedule.  If you can spare the time take the ferry on the Sunday

What to wear? Most still suits etc. but some now going for American approach.
Tickets pre-book enough, remember some distributors and supplier may ask you to supply or obtain tickets.

Make sure where you want to be in terms of halls, specialities and location of competitors! Stands are on supply and demand basis, always over subscribed so book straight away.

If you have sufficient staff it is better to prearrange meetings. Due to scale and amount of business may not be easy to keep to timetable.

Take your own fire extinguisher, no need to pay for cleaning.
Exhibition guide - make sure you are in it and under the appropriate groups and sections.

Be wary of competitors and their distributors.

If possible get time to go around the exhibition. This is very useful to obtain new ideas etc. Large company have big budgets for marketing. Exhibitions can help to gain all the latest competitive information in one place.

Get a rep to register as a visitor.

On leaving, stay with your goods, pack up straight away or loose your goods!
Use correct rubbish bags etc.
Get a colleague to get your transport in advance of dismantling, be prepared to be in traffic jams. There are ways of getting around this.

Follow up
It is very important, but does take time! If you do not follow up it can be very damaging.


