	Best Practice

	
	

	Marshall Prime Contractors Supplier Council

	
	

	Title/Author
	“Holding Tech Refreshes”

Brenda Parrish, 703 205 3263

Brenda.parrish@ngc.com

Northrop Grumman IT - FES



	Purpose
	This activity allows employees to meet with suppliers and keep up-to-date on the latest technology in the marketplace.  The SBLO is the focal point for consolidating suppliers who have solicited employees for an opportunity to demonstrate their products.  The purpose is to relieve employees of the burden of organizing demonstrations that are sometimes poorly attended or planned and give vendors access to a wider audience than they had originally sought.  Attendance is varied and is solely up to employees’ current interests, but you can expect personnel from all levels.  



	Approach
	· Create two separate spreadsheets
· One will consist of suppliers, business size, capabilities, POC, telephone number, email address, RSVP, thank you note sent.
· One will list dates that:  suppliers were invited, invite went out, RSVP, paragraph received, require electric outlets, reminders sent out, email to metro users, sign-in sheet was made, reserve room, send instructions for setup.
· Metro invite should be very simple, supply date, time, place, list of participating suppliers, supplier descriptions & POC info.
· Follow up with email to suppliers supplying them w/ a list of attendee’s info.


	Lessons Learned
	By using this approach, everything that needs to be done has been defined.  In completing the review of the spreadsheets, nothing is left to chance and the business host is given the opportunity to enjoy the event. There is nothing to worry about; all the details have been worked out. 
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