1-800-MEETING e
MEETING/EVENT CHECKLIST —

ORGAMIZE MEETIMNG MOTES AND MATERIALS AND REVIEW YOUR TIMELINES

Once you've established the framework of your masting and lmow its genard requirements, you'ra ready to con-
tact hotela and discuss planning specfics. You'll find it helpful to set up an organizer with sections for the various
planning steps, 8o you can keap all the mesting information in one placs. Some suggested saction tiles inchds:

* Schedulas = Audiovisual equiprmant
= Clontacts * Racraation

* Giround transportation = Entertainment
* Masting room sstups *¥IP=

3 TO 5 MONMTHS QUT
Datarmine the objective of your masting
Giat your budget approvad
Ceheack calandar of evants taking placs
naar your desired venue to avoid conflicts
Baok mesting site and necessany hotel rooms
Speak to Mestings Director or Salas Manager
about menus and masting room nesds
Set up master account for mesting charges
and detarmine who can sign for charges
Irwvite spealkens and provide scops of desired presentation
Irwites attendess
Malkea travel arrangemants
Diecida on ary rarksting nesds; bagin creathe devalopment

TIMELINE

These are ganeral guidslines to kssp in mind concaming what needs to ba
done and whan. You may be on a tightar deadline, or have luzurious amounts
of tima (luckyl). Generally, you should start planning thres months in advance
g0 your attendess can amangs their scheduls, spsakars can b=gin to prepara
their presentations, and you can relax a bit. Every program ie differsnt, so
adapt thiz imeline as nesdad.

AT LEAST ONE MOMNTH BEFORE EVENT

Ceonfirrn menus, room setups and supplies in writing
with your Mestings Director

Reach out to speakers to check on their presentations
{theyll likaly need urging)

Inforrn hotel of guest arrival time =0 front deak
can be proparly staffed

Oirder gifts and amenities

Oirder signe and printed matenals

Introduce any marketing materials
into markst bt

= Budget * Food and Bawerags
= Rooming list * Spaakers
= Evant communications  * Spouse programs

3 WEEKS BEEFORE MEETIMNG

Chack in again with speakers; offer assistanca
with AW and handouts

Reconfirm quantity of hotel rooms
needed-raconfirm amenitias

1 WEEK BEFORE MEETING
Ship materials to location o that they arrive
AT LEAST 24 hour=s before your arrival
Confirm al cutside equipment orders (like A5
Make armangarmenta for shipping materials back

to your office after evant
Fnaliza food and beverage counts for the first day of svents
Findize naads for cutside ticketa'entartainment sourcas
Taks a master copy of all handouts and brochures;

in a pinch, you can armangs to have them copiad
Taks a desp breath; you're almost there

DAY BEFORE MEETING

Review detals with Mestings Dirsctor or Sales Manager
Ingpact all shipped materiala

Insp=ct signags and hotel messags boards

Ensurs rooms have proper amenities

Relax; avanything will be greatl

MEETIMNG DAYI{S)

Chack all function apaces one howr bafore use

Muotify Mestings Director immediately of any changes

Meaat with Mastings Director evary aftarnoonfevening
to go over itemized costs for the day

Sign chacks and kesp ongoing record of expansss

Be available for attandsas; ba patient if they offer
advica or criticiam (t's been known to happen);
thank tham warmly for compliments

Mail agenda and any brochures to at Sit down with Hotel Mestings Reprassntative to review all your
tendsas; suggest a dress cods geaszions and your charges. Bs sure to praize the pafomnance of

and arrival times

ataff who have provided exceptional servics. Consider circulating

a suniey or a fesdback form to attendess to ssasss success of
evant and amsse of mprovermeant for next tirme. Pat yoursslf on the
back: nica jobl



