MEETING PLANNING 101

+ All resources provided during this seminar
are available at www.nafwb.org/emerge.

MEETING PLANNING 101

*What we will cover today:
*Goal Setting
+Site/Venue Selection
*Contract

2/6/20




MEETING PLANNING 101

*What'’s the point?
*Purpose for your meeting
- +Education it

MEETING PLANNING 101

*Return on Investment (ROI)

Clearly communicate go

MEETING PLANNING 101

*Things to consider
*Locations of past meetings
tAttondance il
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MEETING PLANNING 101

*Things to consider
*F&B Requirements

MEETING PLANNING 101

*Aim High

MEETING PLANNING 101

Event Profile
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MEETING PLANNING 101

*Attendee Profile
*Geographic Location
*Age/gender of attendees

~+Will they want to bring family?
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Event Profile
*Preferred dates
~ *Number & type of sleeping rooms
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Event Profile
Tentative programming schedule
«Office/storage/registration needs

‘requirements
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MEETING PLANNING 101

Event Profile
«List of wants and needs
~ cHistorical data
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Request for Proposal (REP)
*What is my meeting worth?
~ *Key information abpu;th group

'ro
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' MEETING PLANNING 101

Request for Proposal
+History of previous meeting(s)
~ *Range of dates (w/”ﬂgxil;ity?)
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MEETING PLANNING 101

MEETING PLANNING 101

2/6/20




MEETING PLANNING 101

MEETING PLANNING 101

MEETING PLANNING 101
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MEETING PLANNING 101

*Where to begin?
*Local CVB
~ cTrade Publications
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MEETING PLANNING 101

*Types/locations of venues
*Metro area
* Suburb
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’ MEETING PLANNING 101

*Plan a site visit
*Consider all aspects
+Customize your visit -
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’ MEETING PLANNING 101

*During site visit — have a check list
*Easy access via flight? Drive?
*Local Transportation
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’ MEETING PLANNING 101

*During site visit
*Equipment included in set up
*Labor uni_on regulz_altions
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MEETING PLANNING 101

*During site visit
*See all hotel room types
*Catering options :
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Final selection
Eliminate proposals that do not work
*Be logical, not emotional
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HipaliouUl
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MEETING PLANNING 101

*Build a relationship

sCommunicate
*Needs, wants, exp

J - WOUIQ |
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MEETING PLANNING 101

*Negotiable
*Guest room rates
~ +Complimentary rooms
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*Negotiable
*Meeting room rental and set up fees
- *F&B prices
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*Non-negotiable
*Gratuities
‘Service Charge
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MEETING PLANNING 101

*Terms & Conditions
*Event Details
+Sleeping Rooms
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*Terms & Conditions
+Concessions
*Vendors — exclusive or options

35

' MEETING PLANNING 101

*Terms & Conditions
*Indemnification
- *Insurance
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MEETING PLANNING 101

*Best Practices
*Honest, up-front approach
* Trust/relationship building

IN WRITI
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*Most challenging aspect

MEETING PLANNING 101

*Goals/Objectives
« Profit-oriented
*Break-even ]
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MEETING PLANNING 101

*Budget Categories
*Indirect Costs
+Fixed Costs
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*Budget Challenges
*Who writes it?
*Who determines priorites?
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*Budget Tips
*Good projections
- clnflate it

Q)
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MEETING PLANNING 101

*Budget Items - Income
*Registrations
~ +Guesttours
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*Budget Items - Income
*Sponsorships
) "-_:’c._‘Grgt_‘S“, S
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*Budget Items - Expenses
«Staffing costs
i .Over,head e TS Gk
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MEETING PLANNING 101

*Budget Items - Expenses
+Site selection costs
~ *Meeting space renta
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*Budget Items - Expenses
*F&B costs
~ *Board, other VIPs
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*Budget Items - Expenses
*Equipment rental
*Registration
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*Budget Items - Expenses
*Special Events
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+Paid Office Staff

MEETING PLANNING 101

*Volunteers

- +Setforth guidelines
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MEETING PLANNING 101

+Learning/Internship Component
*Incorporate college students
~ *Not just grunt workers

52
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*Understand roles
*Provide measures of thanks

MEETING PLANNING 101

*Clear communication process
+Set a timeline with the facility
- +Information overload
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MEETING PLANNING 101

*Set Up Sheet
*Name of Event
fD_ay/Date ol
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*Set Up Sheet
*Set up of the room
+Any F&Binvolved
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*Submit set up sheets well in advance

MEETING PLANNING 101

Final pre-con meetings
*Patterns
- *ReviewBEOs
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Questions?
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