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TPSA Hosts Workshop on 
How to Attend and Benefit from 
International Trade Shows

Trade shows are one of the most important elements of export promotion. While 

identifying  the right show to attend can be relatively easy, sending a mission to an 

international trade show can be an expensive undertaking, especially for small and 

medium-sized enterprises (SMEs). Careful planning before, during, and after the trade 

show is essential in order to reap the maximum benefits.

Overview 
The Canada–Indonesia Trade and Private Sector 
Assistance (TPSA) Project held a one-day training 
workshop on how to attend and benefit from inter-
national trade shows. The 81 participants (27 men 
and 54 women) represented several departments 
within the Indonesian Ministry of Trade, other min-
istries, business associations, and SMEs from vari-
ous industries.

The workshop, led by Zaki Munshi, TFO Canada’s 
Director of Program Development and Partnerships, 
increased participants’ capacity to target the right 
international trade shows and plan what to do 
before, during, and after the show to ensure they 
reap the maximum benefits from their partici-
pation. The training included examples from the 
three TPSA target industries: coffee, apparel, and 
footwear. During the second half of the workshop, 
the participants took part in a group exercise to 
select, plan, and budget for a trade mission to an 
international trade show for footwear, apparel, or 
coffee products.

Ms. Suriyanti, owner of the footwear company 
Queen Pacific Suksesabadi, shared her experience 
preparing for and attending the MAGIC trade show 
in Las Vegas and following up with Canadian and 

U.S. buyers afterwards, supported by the TPSA pro-
gram. She recounted her success with buyers as a 
result of the trade mission and answered questions 
from the audience.

Key Takeaways From the Workshop 
Purpose and Function of International 
Trade Shows 
Trade shows promote SMEs’ visibility, support 
market expansion, build the capacity of trade- 
promotion staff, enhance networks, and assist in 
gathering market intelligence. However, there 
are many different types of trade show (including 
trade-only, consumer-only, trade and consumer, 
sourcing, non-sourcing, single-product, multiple- 
product, regional, and international) so businesses 

Zaki Munshi leads the workshop.
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need to carefully assess which is the right trade 
show for them to attend and prepare accordingly. 
Some key factors to consider when selecting a 
trade show are: SME objectives (production capac-
ity, target countries, target consumers, export 
plan); market requirements (export experience, 
certifications); production and export capacity and 
resources (including human resources); and expec-
tations for sales and buyers.

Before the Trade Show 
Once they have selected a trade show, participants 
should start preparing 12 months ahead of time. 
The following activities are of the utmost impor-
tance prior to the show:

 • selecting the correct representatives;

 • understanding and preparing for 
cultural differences;

 • understanding other exhibitors;

 • creating and executing checklists;

 • undertaking market research;

 • completing trade show registration and 
booth selection;

 • obtaining necessary visas;

 • booking flights and hotels;

 • arranging local transportation;

 • handling logistics;

 • creating a marketing tool kit.

The Planning Process—One to Twelve Months Before the Show

Secure 
booth 
space

 • Make down 
payment

 • Select booth 
location

 • Determine 
exhibit 
concept and 
requirements

 • Select booth 
designer

 • Get show kit

Organize 
logistics

 • Make detailed 
budget

 • Make hotel 
arrangements

 • Secure freight 
forwarder for 
samples

 • Get detailed 
information 
on companies 
and products

 • Determine 
booth 
requirements 
(electrical 
needs etc.)

 • Organize a 
reception?

Plan 
promotion

 • Determine 
how you will 
promote your 
exhibit in the 
show guide

 • Determine 
sequence of 
promotion

 • Decide on 
printed 
matter

Get 
exhibition 
information

 • Company 
and product 
descriptions

 • Write 
promotion 
pieces 
and press 
releases

 • Get travel 
details

 • Information 
requirements, 
prices list, 
pictures, 
promotional 
materials etc.

Make it 
happen

 • Make 
appointments 
with buyers 
at the event 
(specific 
meetings 
times at the 
booth or at 
their booth)

 • Send 
promotion 
pieces

 • Prepare 
briefing and 
individual 
agenda for 
participants

 • Prepare 
evaluation
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During the Trade Show 
While at the trade show, participants need to pay 
attention to the following:

 • greeting and communicating with 
visitors effectively;

 • maintaining a pleasant booth environment;

 • keeping track of visitors to the booth;

 • visiting other booths and attending 
information sessions.

Participants should also consider the following 
beneficial activities during the trade mission:

 • participating in a market-familiarization tour;

 • holding an information session for the booth 
team before the show starts to ensure everyone 
understands the plan;

 • holding a debriefing at the end of the show 
to gather and evaluate the mission’s results—
including the successes, what could have been 
done better, and next steps to follow up with 
potential buyers.

After the Trade Show 
This final phase is the most important to reaping the 
greatest benefits from a trade mission. It includes 
the following two main elements:

 • Immediate communication: Thank visitors to 
your booth for their interest, summarize your 
discussion, ask questions, and seek feedback 
on your product, prices, etc.

 • Ongoing communication: Based on responses 
from buyers, provide samples, design 
specifications, pricing, etc. Your response 
time must be within 24 hours.

The Planning Process—During and After the Show

Introducing 
the market

At the booth
Toward the 
end...

Follow-up

 • Give a short 
briefing (market 
introduction, 
logistics, hours 
(be on time!)

 • Do a retail tour

 • Ensure early 
arrival and daily 
clean up of stand 
with participants

 • Give show kits 
and individual 
agendas

 • Organize booth 
set up

 • Ensure each 
participant 
goes to pre-set 
appointments

 • Participate in 
networking 
events and 
seminars

 • Ensure the booth 
is manned at 
all times

 • Try to walk the 
show to get 
additional trade 
contacts

 • Plan a debriefing 
to determine 
overall success of 
the event

 • Plan the 
dismantling of 
the stand

 • Determine what 
the results of 
the show were 
in terms of 
short term and 
medium term—
get an indication 
of how the 
participants feel

 • It is your role as 
well as that of the 
participants to do 
a follow up ASAP 
to capitalize on 
the momentum 
gained from 
participating in 
the show

“The workshop has improved my knowledge 
of how to behave in the booth during 
the trade show and has given me a new 
understanding of the preparation and 
research needed prior to attending an 
international trade show. I have also realized 
that follow-up with potential buyers after 
the trade show is very important.”

—DESI YULIANI
Association of Indonesian Coffee Exporters
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Hands-On Teamwork During 
the Workshop 
Participants were divided into three teams of nine 
to 11 people and each team was asked to com-
plete four tasks: identify key criteria for selecting 
SMEs to participate in an international trade show; 
identify the right show to attend; prepare a month-
by-month pre-show plan of activities for an export 
trade mission to an international trade show; and 
prepare a detailed budget for the trade mission. 
Each team was assigned to one of the three TPSA 
industries of focus: coffee, apparel, or footwear.

Mr. Munshi and TPSA staff were available to answer 
questions and guide the teams during the assign-
ment. Each team then made a short presentation 
on their findings to the rest of the group. Mr. Munshi 
asked each group questions about their recom-
mendations and findings, which resulted in a highly 
interactive session.

Participant Feedback 
In a post-training questionnaire, participants 
reported that their skills and knowledge had 
improved as a result of attending the workshop. 
Eighty-three per cent said they would use knowl-
edge obtained during the training in their work 
very frequently or frequently, and 15 per cent said 
they would use it occasionally; just 2 per cent said 
rarely. Fifty-six per cent reported that their new 
level of confidence in applying that knowledge 
ranged from good to excellent. The participants 
reported high overall satisfaction with the training: 
70 per cent gave a satisfaction rating of excellent 
or very good and 28 per cent gave a rating of good.

Conclusions 
As a result of the workshop, all participants now 
possess a manual and framework to help them 
choose and prepare for international trade shows, 
and they know what to do before, during, and after 
the trade mission in order to derive the most ben-
efit from it.

Participating SMEs can now self-assess whether 
they are ready to attend international trade shows 
and use the planning and budgeting tools to pre-
pare. Similarly, government officials and business 
associations can use the key criteria to select SMEs 
to support, and the planning and budgeting tools 
to arrange successful trade missions to interna-
tional trade shows.

Said Baabud, TPSA coffee trade expert, helps a team with 
their assignment.

“The seminar helped us understand how 
to select appropriate trade shows and 
enriched our organizational knowledge as 
an export training centre in Indonesia. We 
understand what needs to be prepared prior 
to attending a trade show and we will share 
this knowledge in our training class.”

—MR. WIJAYA
The Indonesia Export Training Centre,  

Ministry of Trade

Preparing their team presentation.
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About the TPSA Project
TPSA is a five-year, C$12-million project funded by 
the Government of Canada through Global Affairs 
Canada. The project is executed by The Conference 
Board of Canada, and the primary implementa-
tion partner is the Directorate General for National 
Export Development, Ministry of Trade.

TPSA is designed to provide training, research, and 
technical assistance to Indonesian government 
agencies, the private sector—particularly small and  
medium-sized enterprises (SMEs)—academics, and 
civil society organizations on trade-related infor-
mation, trade policy analysis, regulatory reforms, 
and trade and investment promotion by Canadian, 
Indonesian, and other experts from public and pri-
vate organizations.

The overall objective of TPSA is to support higher 
sustainable economic growth and reduce pov-
erty in Indonesia through increased trade and 
trade-enabling investment between Indonesia and 
Canada. TPSA is intended to increase  sustainable 
and gender-responsive trade and investment 
opportunities, particularly for Indonesian SMEs, and 
to increase the use of trade and investment analy-
sis by Indonesian stakeholders for expanded trade 
and investment partnerships between Indonesia 
and Canada.

The expected immediate outcomes of TPSA are:

• improved trade and investment information 
flows between Indonesia and Canada, 
particularly for the private sector, SMEs, and 
women entrepreneurs, including trade-related 
environmental risks and opportunities;

• enhanced private sector business links between 
Indonesia and Canada, particularly for SMEs;

• strengthened analytical skills and knowledge 
of Indonesian stakeholders on how to increase 
trade and investment between Indonesia  
and Canada;

• improved understanding of regulatory rules  
and best practices for trade and investment.

For further information, please contact the 
Project Office in Jakarta, Indonesia:
Mr. Gregory A. Elms, Field Director
Canada–Indonesia Trade and Private Sector 
Assistance (TPSA) Project
Canada Centre, World Trade Centre 5, 15th Floor
Jl. Jend. Sudirman Kav 29–31 Jakarta 12190, 
Indonesia
Phone: +62-21-5296-0376, or 5296-0389
Fax: +62-21-5296-0385
E-mail: greg@tpsaproject.com

Workshop participants. 


