MATCHED NETWORKING:
Host Guide

Host Companies can update their profiles and appointment schedules starting October 14,
2025

Matched Networking Appointment Requests will open:
(NEW) Small Business Attendees w/ 3 or fewer federal contracts executed: November 3 at
12:00 p.m. Eastern
Small Business Attendees: November 6 at, 12:00 p.m. Eastern
Medium/Large Business Attendees: November 10 at 12:00 p.m. Eastern
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All appointments are ONE-ON-ONE! Participants will meet with the Host individually.

Hosts should respond to all appointment requests within 2 business days of receipt.

All appointments are in person and will be held November 19-21 at the Phoenix Convention Center.
Each Host Company will have an assigned table in the designated Matched Networking area of the
Exhibit Hall.

Appointments are 15-minutes long with a 5-minute break between appointments.

All appointments are on a first-come, first-served basis.
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] m ABOUT SCHEDULE REGISTRATION EXHIBIT AT SBC SPONSORSHIPS m SERVICE CENTERS TRAVEL CONTACT US
I |

EZE23  Exhibitor Service Center

= Exhibitor Information
The Exhibitor Service Center offers online features listed below to assist PLEASE SIGN IN
= Exhibit Sales Form

exhibitors in their pre-show planning. Some items may require login
— Exhibitor FAQ information for security purposes. Some of the information is password

. Log i n to th e Exh i b itor Se rVi ce C en ter (E SC ) protected because it is tied to your exhibit or sponsorship record. To o

— Exhibit Floorplan

view password-protected documents, enter the login and password sent with '

« Pay the balance due for your booth or sponsorship
_ UREDAT SBC
« Access the Exhibitor Service Manual “

« Update your company demographic information

Password

https://www.samesbc.org/esc login.cfm
o

You must be the Booth Coordinator for your company to
access the ESC

Forgot Password?

r the Exhibitor Orientation & Training Webina

— Log-in information (email and password) is

-

included in your Exhibitor Confirmation email. = = =3

— If you would like someone else from your team to e
manage Matched Networking Appointments, e Thank you for choosing to exhibit at SBC!

= Exhibit Sales Form

pI eas e em ai I eX hi b it@sa me Orq The Exhibitor Service Center offers onling features listed below to assist exhibitors in their pre-show planning

= Exhibitor FAQ

— Exhibit Floorplan - Exhibitor Service Manual

— G Ove rn m ent Age nCy HOStS : If m ulti pI e peo ple Wi I | » Your Exhibitor Service Manual (ESM) Cyberservices login informafion is created by our General Service Contractor

= Exhibitor Service Center The Expo Group. The Exhibitor Service Manual is now live. Please reach out to exhibitorservice @thesxpogroup.com

be handling their own appointment requests, - you i o receive login fomaton
pl ease co nta Ct ex h I b |t@Sa me. Orq SO SAM E can — ESC - Exhibitor Demographic + Convention Center Exhibitor Policies & Information

Update » Haow to place an order through the convention center platform
set up their Host account and login information for P
. ional Crdering Forms
h = ESC - Booth & Sponsorship o Catering is exclusive to Sodexo Live! Please contact 504-670-7200 or access the form hare to order food,
ea C pe rS O n - Payment beverages, or other services. Mo company is authorized to bring their own alcohol into the convention canter. The
. ESC - Exhibitor Checklist deadline to order catering is

» Electrical is exclusive to the convention center. Access pricing and the ordering link here:
= If ordering electrical services, please be sure to complete the Utlity Location Order Form
+ Audio Visual services are provided by AVEX. Place your order by accessing this document and clicking the link.

C I iCk On “ E SC _H ost Matche d N etwork i ng Set_u p” On the — ESC - Booth Staff Registration + InternetWi-Fi services are provided by the convention center. Open this document to view pricing and place your
left menu —

= ESC - Exhibitor
. Documents/Newsletters

order. We will have \Wi-Fi throughout the convention center, but it is recommened to purchase your ovn addifional Wi-
Fi if you nzed high, refiable speeds.

ging Labels - please ship to the or G Center and be sure to include one of the
appropigte labels below. Make note of dates in which shipments are allowed to amive. It is recommended fo ship

5 or Expoaistics. Set uo vour shipment with TTS here. or use Exooaistics and order throuch the Exhibitor

= E5C - Host Matched Networking
Set-up
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Step 2: Host Profile Set-up

*  You just clicked “ESC-Host Matched
Networking Set-up”

* 4 tabs appear across the top:

Appointments, Bookmarks, Profile Setup,
and Time Blocks

* Click on the Profile Setup tab and
answer the questions based on what
you are looking for in companies

— Attendees answer corresponding
question and will be presented with a
list of Hosts with whom they match
based on their own profile

— Attendees can then request an
appointment with their matches

* Click SAVE at the bottom of the page!

T~
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Appointments

Update your matched networking profile below so attendees can be matched with your requirements. Questions 2-

5 are NOT about your company/organization...it's what you are looking for!

Don't forget to click the SAVE button at the bottom of the page!l

Profile Questions

MY business type: [REQUIRED]

clear selection

) Small Business (fewer than 100 employees)
@ Medium Business (101-2,000 employees)
() Large Business (2,001 or more employees)
(O Government

(O Academic/Non Profit

Looking for companies with the following Small Business Designations [REQUIRED]

8(a) Certified
Emerging Small Business
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Click on the Time Blocks tab to
block out times when you are
UNAVAILABLE to meet with SBC
attendees

Click on times that you are
UNAVAILABLE - this way no one
can request an appointment with
you at those times

break, attending sessions or any

— Don't forget to account for a lunch
other breaks you may need! {

01:30 PM 45 PM
01:50 PM 02:05 PM
02:10 PM 02:25 PM
02:30 PM 02:45 PM
02:50 PM 03:05 PM
03:10 PM 03:25 PM
03:30 PM 03:45 PM
03:50 PM 04:05 PI
04:10 PM 04:25 PI

i

i

i

L E =

0 pu .'J
A checked box 04:30 PN 04:45 P
means you are 04:50 PN 0505 FI
NOT AVAILABLE o L
. 05:10 P 05:25 PM
to meet at that time
Thursday, November 21

All appointment times are listed in
Mountain Time
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The Booth Coordinator will receive an email
notification from NoReply@same.org
whenever an appointment has been
requested
—  PLEASE NOTE: These emails tend to get
stuck in spam/junk folders. Please check the

Appointment tab periodically to ensure
appointment requests are not missed.

Click on ESC — Host Matched Networking
Set-up menu item in the ESC to access your
appointments

— Go to the Appointments tab to view your
appointment requests

Please review and respond to all requests
within 2 business days of receipt, sooner if
possible.

Step 4a: View Appointment Requests

Wednesday, November 20

(&

Amira Kruyne @ SAME
Title: meetings
Appointment Owner: Amira Kruyna 02:10 PM Select Booth g

Staff
) Add to Google B4 Add to Outlook

Kennedy Gillle @ SAME

Appointment Owner: Kennedy Gilli 02:30 PM Select Booth |

Staff
4 Add to Google B4 Add to Qutlook

Thursday, November 21

Jacqueline Barrett @ SAME

Title: Registration Manager
. Appointment Owner: Jacqueline Barratt 10-30 AM Select Booth ]

Staff
. ) Add fo Google B4 Add to Outiook

Friday, November 22

Melissa Sprague & SAME
Title: Meeting and Exhibit Assistant
@ Appointment Owner: Melissa Sprague 09:00 AM Select Booth A

Staff
3 Add to Google B4 Add to Outiook
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Step 4b: Review Appointment Requests

* Inthe Appointments tab, a table
lists all appointment requests
received.

see their profile — this helps you
determine if you want to accept or
decline

— Remember, if you KNOW you
cannot do business with
someone, you can decline the
request — save appointments
for those who can fill your

_needs.

# Established 1920 | Drive Partnerships, Deliver Solutions, Develop People

Click on the individual’s name tO/@

Wednesday, November 20

{

Amira Kruyne @ SAME
Title: meetings
Appointment Owner: Amira Kruynes

) Add to Google B4 Add to Outlook

Kennedy Gillie @ SAME

Appointment Owner: Kennedy Gillie

) Add to Google B3 Add to Outlook

Thursday, November 21

02:10 PM |

02:30 PM I

Jacqueline Barrett @ SAME
Title: Registration Manager
. Appointment Owner: Jacqueline Barrett

- ) Add to Google B4 Add to Outlook lie
A = ;' oo
Friday, November 22 ri -
[
A [ 1 Kennedy Gillie
o

Melissa Sprague @ SAME

10:30 AM

Title: Meeting and Exhibit Assistant
Appointment Owner: Mzlissa Sprague 09:00

) Add to Google B4 Add to Outlook

aaaaaaaaa
zzzzz

222222222222
222222
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Once you have reviewed the attendee’s profile, take
action by clicking on the calendar ( ~=|) icon.

A new window will open

Write a note to the recipient in the notes field

—  For ACCEPTS: Let them know how to best
prepare for your meeting or if you have specific
questions for them. Provide your email address
if you'd like them to send you any information
in advance, like their capabilities statement or
the SBC Supplemental Information Form.

—  For DECLINES: Note WHY you are unable to
take the appointment but suggest that you
connect another time outside of SBC

At the bottom of the window, click the appropriate
button to Accept (Confirm) or Decline the appointment

Once you have accepted or declined the
appointment, the individual will receive a notice of
your action.

Step 5: Accept or Decline Appointment Requests

Wednesday, November 20

Amira Kruyne @ SAME

Title: meetings
@ Appointment Owner: Amira Kruyne 0210 PM Seleg: ?TOONT
al
I:I Add to Google B4 Add to Qutlook
Kennedy Gillie @ SAME e
[
Appointment Owner: Kennedy Gillie 02:30 PM Select Booth

Staff

4 Add to Google B4 Add to Qutlook

Thursday, November 21

Edit Appointment with Attendee
ry »
e & =
: ¥y 9

Select Booth
Staff

Kennedy Gillie

Appointment

Wednesday, November 20 @ 02:30 PM
Pending

Notes are visible to the attendee.

Words remaining: [75

Type your message to the attendee here.
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¢ Each approved appointment must be assigned

to a registered booth staff representative of
your organization. This can be you or someone
else on your team

® Click on Select Booth Staff next to each
approved matched networking appointment

¢ Click on Assign next to the representative to
whom you would like to assign the appointment

¢ Once you have selected the booth staff who
will take the appointment, both you and the
attendee will see which representative will
conduct the appointment

(

When you assign an appointment to someone
on your team, it will show up on their itinerary

Government Hosts — Your Host Account may be
set up differently than private industry host
accounts. If you do not see your name listed to
“Assign,” you can skip this step. You can provide
your name and email address in the Notes section.

Description

Step 6: Assign Staff to Appointments

Wednesday, November 20

(¥
&

Amira Kruyne @ SAME
Title: meefings
Appointment Owner: Arira Kruynig

(4Add to Google [l &4 Add to Outiook

Kennegy Gillie @ SAME

0210 PM

Appointment Owner: Kennedy Gilliz

£ Add to Goagle E4 Add fo Outlook

02:30 PM

Thursday, November 21

@
®

Friday, November 22

>

Jacqueling Barrstt @ SAME
Title: Regisiration Managsr
Appointment Owner: Jacgueline Barrett

£ Add to Goagle E4 Add to Outlook

10:30 AM

Melisza Spragus & SAME
Title: Meefing and Exhibit Assistant
Appointment Owner: Melissa Sprague

£ Add to Goagle E4 Add to Outlook

05:00 AM

[T Pending [&#] Approved [3f] Cancelled EDscu"ed Booth Staft

Appointment
Kennedy Gillie @ SAME
Wednesday, November 20 @ 02:30 PM -- Pending

Booth Staiff List

1

2

Task
2 O

Belle Febbraro

Karen Offringa

SAME.ORG 1 @SAMENATIONAL

Sedect Booth Staff ]
Select Booth Staff ¥
Wect Booth Staff ]
Select Booth Staff ]
All company
attendees

registered under
the booth staff
registration form
will be listed
here.
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Step 7: ltinerary

¢ Use the Appointment tab to view the
status of all appointment requests for
your organization

° Note the legend beneath the chart —
you can see the status of all
appointments:

— Pending (yellow icon): NEEDS
ACTION

— Approved (green check mark):
Confirmed/Approved

¢ If you decline or cancel an
appointment, it will be removed from
your appointments list

° The PDF itinerary lists each —

‘ Appointments ‘ Bockmarks

Deacription

Profile Setup Time Blocks

Dooth Starr

Wedneadey, November 20

(¥
Y

Amira Kruynes & SAME
Title: mestings

Appointment OWner: Amira Kruyne 02:10 PM {CST) Sieksct Sootn Staft |
[ Acd to Google E Add to Outiook

Hennedy Gilis & SAME

Appointment Dwner: Kennady Gillia 02:30 PM {CST) Salact Booth Statt =

[ Acd to Google B4 Add 1o Outiook

Thuraday, November 21

Jacqueling Sarst @ SAME
Title: Registration Manager
Appointment Owner: Jacgu

alns Earrett
[ Acd to Google B9 _Add to Qutiook

Friday, November 22

8| Pending #| Approved (x| Cancslied E Daclined

Melzza Spragus & SAME
Title: Meating and Exhibit Assistant
Appointment Owner: Malizza Soragus

[ Acd to Google E Add to Outiook

Booth Staft

appointment and its status (Pending,
Approved, etc.)
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Step 8: Manage Appointments

(NEW) Appointment requests will open to Small Business attendees with three or fewer federal contracts executed on
November 3, 2025 at 12:00 p.m. Eastern

Appointment requests will open to Small Business attendees on November 6, 2025 at 12:00 p.m. Eastern

Appointment requests will open to Medium and Large Business attendees on November 10, 2025 at 12:00 p.m. Eastern
Individuals are limited to requesting 3 appointments prior to the conference

— Individuals may request additional appointments beyond the initial 3 beginning November 17.

The Booth Coordinator will receive an email when an attendee has requested an appointment with the organization

— If you would like someone else from your team to manage Matched Networking Appointments, please email
exhibit@same.org

PLEASE either accept or decline appointment requests within 2 business days of the request.

When declining an appointment, provide a reason for the decline. There is a “Notes” field for an explanation such as: “Thank you
for your request. At this time, we’re not contracting for the services you provide so we’re declining your appointment request.”

When approving an appointment: In the Notes section, tell the attendee what they should bring, if anything, such as their
capabilities statement, Unique Entity Identifier, etc. This will lead to a more fruitful visit. Provide your email address so they can
send materials to you! They DO NOT have your email address otherwise.

There is no deadline for attendees to request appointments for time slots that are open, so it is important to check your schedule
and appointment requests throughout the conference. It is imperative that Hosts honor all appointments that they approve.

— Honor all appointments in your schedule. If you are unable to make an appointment due to a schedule conflict, message
the other party and ask to reschedule.
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Step 9: What to Bring with You

It’s essential to bring printed materials for the SBs to walk away with — here’s a
list of suggested items that are invaluable to SBs:

An organizational chart — some organizations are very large, so it’s key for the
SBs to know the right person to contact.

-1’ A list of procurement or teaming opportunities and who to contact for each.

Knowledge of your own process, and how that may differ between
departments/divisions within your organization.

Spending or procurement history.

Q) An understanding of the timing of when major contracts are let.

A listing of key point people in your organization — you don’t have to share it with those
Q you’re meeting, but if you don’t have an answer on a specific question, it's more helpful for

the SB if you can refer them to a specific individual right there and then, rather than stating
you'll find out and get back to them later.

g
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Step 10: Day of Appointment

All appointments will take place November 19-21 on site at SBC in Phoenex,
AZ at the Phoenix Convention Center. The Matched Networking Area is located
in the back of the Exhibit Hall. Each Host will be assigned a table.
(Appointments DO NOT take place in your Exhibit Booth!!)

*Each appointment is 15 minutes long with a 5-minute break in between.

*It's up to the host and attendee to watch the clock! Please respect everyone’s
schedules and arrive to the appointment on time and be aware of length of each
meeting. If someone arrives to the meeting late...the length of the appointment
should be truncated accordingly.

*Honor all appointments on your schedule.

‘Remember that SAME is not responsible for ensuring your schedule is
accurate; accepting, declining, or canceling appointments; checking your

a p p O Ifg}bmg Q;ﬂ |SDC?‘I1|:¢! g?g‘zysll%,’ D(e%[;?‘ Eﬁum!,@gellg QO;XBO u Of a p p QMIEQGtrIi];¢§WQAI1tI(§'\L. W @sAME_NATIONAL [
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Reminders About Making Your Meetings a Success

Overall, Matched Networking is an opportunity to start and build upon relationships.
These appointments will be most beneficial to everyone when that's the approach!
Keep in mind:
 These are one-on-one meeting between your organization and one business
« Give the businesses tips on how best to work with your organization, get their foot in the
door, how you evaluate businesses, etc.
« Talk about specific upcoming opportunities coming down the pipeline for SBs to work with

your organization.
« Remember this is a dialogue and steppingstone — follow up after your meetings!

THANK YOU for making yourself available!!
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SAME is here for you!

We want the appointments to be of value to everyone.

If you have questions or need a bit of extra help, contact
us via email or our chat widget. On site, please visit our
appointment concierges located in the designated
Matched Networking Area of the Exhibit Hall.

Please email Exhibit@same.org if you have any
guestions or issues.

THANK YOU for making yourself available!!
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