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“The Road to Virtualization”
Seminar Registration Process

Identify Business Partner Location, Venue 
& Date 

(6 Weeks Out)

    Choose Agenda Topic
Green Theme
Virtualization/ Business Continuity
Pure Virtualization

(5 Weeks Out)

Identify Target Market for Data List Pull & 
HTML 

(Zip Code, Contacts, Titles)
(5 Weeks Out)

HTML Invitation Customized With Partner 
Logo, Agenda Topic and Submitted for 

Approval
(5 Weeks Out)

HTML Email Invitation
3 Emails Blasts, 

Spaced 1 Week Apart
(4 Weeks Out)

Telemarketing to Start 
24 Hours After 
Email Blast #1
(4 Weeks Out)

First Daily Registration Report Delivered 
End of Week 4

Speakers & Collateral Lined Up
(4 Weeks Out)

First Weekly Status Call
(3 Weeks Out)

Confirmation Emails Blasted to All 
Registrants 

2 Days Prior to the Event

Confirmation Calls 2 Days Before Event

Final Confirmation Report Delivered to 
Avnet

(Report updated on portal one day prior)

Avnet

Business 
Partner

Spectrum

Responsibility

Conference Package 
Overnighted to BDM’s Room at Hotel

(to arrive at venue one day prior to event)

Partner Approval of HTML
(5 Weeks Out)
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“The Road to Virtualization”
Seminar Registration Process

Avnet

Business 
Partner

Spectrum

Responsibility

Presentation

Setup Registration Table With Conference 
Package Material

Review Assessment Survey to Prioritize 
Contact by Opportunity

Meet & Greet Guests

Assessment Drawing

Engage Attendees Identified in Assessment 
Survey Review Process

Post Conference Evaluation Form
Completed by End User

Collection of Evaluation Form 
and Interview
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Seminar Registration Process

List of Attendees & Evaluations Sent From 
Avnet BDMs to Spectrum

(Within 2 Business Days of Event)

Telemarketing Calls to No-Shows to 
Set Phone/ Face-to-Face Appointments

(Within 2 Business Days of Event)

Avnet

Business 
Partner

Spectrum

Responsibility

Final Campaign Summary Report  
Detailing:

             # Registered
             # Attended
             # Appointments
             # Of Evaluations

Total Dollar Opportunities Identified from 
Event

(Within 5 Business Days of Event)

Opportunity Management:
BDM Initiates SCON Assessment; 

Identify Opportunities; and Work Sales 
Process Toward Closing Deals

BDM to Engage One-Tech Services Team
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