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Planning Guide:  AV

Getting Started
· Consider AV needs during site inspections.
· Communicate with speakers about their needs way prior to session.  The best way to do this may be to send speakers an AV request form.

Site Visit
· Make careful notes of outlets, track lights, dimmer panels, power drops, sound system inputs and outputs, and access points for high speed internet connections.  Also, consider built in systems that may work to your advantage.
· Make sure you will not be able to hear a meeting in adjoining rooms.
· Note ceiling height.  Will your screen fit?  High point may be the height reported for the room.  
· If you are using an outside vendor for AV, bring them with you to the site visit.

Working with AV People
· Find out who is in charge of what at the facility.  Sometimes the banquet department may handle easels and/or risers 
· Arrange communication strategies:  Will you have two way radios?  Who do you contact if a problem arises? How do you contact them?
· Communicate with the loading dock about how and when equipment can be moved.
· Beware of potential conflicts that may affect setup, rehearsal or the meeting itself.  You may want to request a 24-hour hold on a space where AV equipment is to be used.  The AV Company can charge you for multiple setups and takedowns if your space is booked for an evening event between meeting days.
· Create or confirm room layout with AV vendor.  Drawing out your floor plans can be very helpful.

Physical Considerations 
· Is there anything that interferes with setup, sight lines and the projection of images?
· Where are there hang points?
· Are there any permanent architectural pieces that you will need to work around?
· Lighting

Common AV Needs
· Microphones (wired or wireless).
· LCD projector.  You will need the rear and front projection requirements of the projector to decide what is best for your space.
· Overhead projector
· Screens
· Flip Charts
· Easels

Planning Guide:  Contracts

Contract Negotiations

The following are nine general negotiating rules to be familiar with:
1) Start with a plan. Prepare a list of items you really want and a list of ones you would be willing to concede if necessary
2) Do your homework.
3) Use bargaining power
4) Be methodical and meticulous
5) Avoid vague, confusing language
6) Question preprinted contracts
7) Read the fine print
8) Insist on shared responsibility
9) Assume nothing!

Which areas should you negotiate?
· Meeting dates
· Room rates
· Complimentary rooms
· Amenities
· Master accounts (billing, deposits & refunds)
· Meeting rooms
· Food & Beverage
· Exhibits
· Misc. services

The Big Three “ACT” Clauses:  Attrition, Cancellation and Termination

Attrition	
	The attrition clause in the contract allows you to decrease the originally agreed-upon number of sleeping and/or meeting rooms and F&B functions.  The size and timing of the reduction will determine the percentage change in fees.

Cancellation
	A cancellation clause in the contract is usually one sided in your favor. It specifies dates by which you can cancel the meeting without penalty and after which the provider can charge a penalty for cancellation.


Termination
	The termination allows for either party to terminate the contract without liability because of an unforeseen and uncontrollable occurrence such as strikes, fires or severe weather conditions.
	


Planning Guide:  Entertainment & Décor 

Entertainment
· Entertainment doesn’t have to come in the form of people.  An elaborate coffee bar, ice cream bar or beautiful champagne fountain can impress your guests.
· Consider
· Musical: bands, soloists, disc jockey or karaoke
· Spectacle: magician, jugglers, palm reader, comedian or mime
· Theater: dinner theater, one-person act, murder mystery experience, or cooperate theater where an act is developed specifically to reflect your clients organization in a dramatized way.
· Games: involve your attendees by creating a treasure hunt or game show type games like Jeopardy or Hollywood squares.
· Video or slide show:  Perfect for a retirement dinner to highlight the guest of honor’s accomplishments or at a sales meeting to demonstrate a new product. 
· Arrange for audience involvement.  Discuss how entertainers involve the audience in their act and their willingness to accommodate special on-the-spot audience requests.

Hiring the Talent
· Check references and ask…
· Would you hire them again?
· How flexible, reliable and easy to work with were they?
· How would you rate their act? 
· View a demo tape
· Discuss special lighting and/or décor needs in advance as this may add unexpected costs to your budget.

Themes
· When choosing a theme, be sure to have defined your event goals.  Themes can assist in achieving these goals.
· Brainstorm with a group of your peers.  Keep an open mind… some of the smallest ideas can become the best themes.
· Be sure that your theme fits with the organization’s image.  Establish a clear message that is not lost in the bells and whistles.
· Consider a themed venue like an ethnic restaurant (already decorated) to cut down on your costs.

Decorating
· If cost is an issue save money by focusing on a few key areas
· Entry way to the event and stage are two key areas
· Also consider guest tables, food and beverage stations and the dance floor if there is one. 
· Check out props and displays
· A trip to the prop shop or decorator/designer will allow you to see the quality, size and color of the design ideas and available props.
· NOTE:  While there ask to see their portfolio to view actual design used at various events.  This may even inspire ideas for future events.

Remember
· When hiring talent, make sure you view a demo video and find out where and for whom the performer has previously preformed.  Check references!
· Check all decoration plans with your venue in advance as they may have restrictions on what they allow you to do in their establishment.

Planning Guide:  Food & Beverage

Fitting Food In
· What are your meeting goals and how does food and beverage tie into achieving them?
· Does your client want to wine and dine attendees sparing no expense?
· Are you using food to break up a long meeting?
· Is your meeting a breakfast or lunch meeting?

Feeding the Troops
· Variety is key, but can also be expensive, so be sure and have a few options, but not too many.
· Know your attendee profile: their likes and dislikes as well as any special needs such as:
· Allergies
· Kosher
· Vegetarian
· Diabetic
· Gluten Free
· You may want to add a disclaimer on food preference forms that you will make an effort to accommodate their preference, but cannot guarantee it.

Timing 
· Where and when will you serve your food?
· Food can be distracting during meetings
· Consider waiting until the end of a meeting to do food and beverage.
· Make food and beverage only available during breaks.  Make sure you allow time for attendees to eat and use the restroom before returning to the meeting.
· If you want to have food during the meeting, make sure your snacks are not noisy.  Some examples of noisy snacks include chips, wrapped candies, apples, pretzels etc… Quieter snacks include bagels, muffins, bananas, grapes etc…

Refreshment Breaks
· Meant to refresh participants between sessions and meals.
· Most adults need a break every 90 minutes.
· Coffee, tea, soft drinks and bottled water are fairly standard.
· As a rule of thumb, order coffee by the gallon as opposed to by the cup as the price difference can be substantial.  Figure on getting 20 cups (not mugs) to a gallon.
· You may want to include a light snack such as fruit or cookies.  
· NOTE: avoid noisy snacks such as packaged candies, chips, apples or pretzels as they can become a distraction during meetings.
· Check when other groups in the same facility are breaking to control for any pilfering or confusion.  You can also have the hotel provide a sign indicating which group your table is for.
· Creative breaks can offer some relief from a mundane meeting.  Consider an ice cream bar for an afternoon break.


Lunch
· Depending on your goals for lunch there are different options:
· If your group plans to work through lunch, boxed lunches or a sandwich tray are best.
· If you have a presenter scheduled to speak you may want to plan a sit down lunch.
· If lunch is just another scheduled break, BBQs or buffets can be a good way to encourage attendees to network through this break.
· Keep your lunch on the lighter side in order to energize and not drudge people down.  Fish, chicken or turkey and salad are a better option than steak and potatoes. 
· If your conference is for many days, think variety.
· When discussing your menu with the catering manager, make sure that their vegetarian option is more than just steamed vegetables.
· For smaller groups you may want to reserve a block of tables in the hotel restaurant or have people go off to local restaurants, but only do this if you have ample time and be sure to give a budgeted amount of time to attendees so as not to delay the meeting.

Dinner 
· Follow similar guidelines as lunch, but keep in mind as this is usually the end to a day, you don’t need to worry quite so much about low-calorie and high-energy foods.

Receptions
· Receptions can be a nice alternative to dinner or simply the beginning of an evening event.
· Knowing what role your reception plays will help you dictate the type of food you order.
· When ordering hors d’oeuvres, allow seven to eight pieces per person.  
· People who do not often attend receptions tend to eat more than professionals who attend them frequently.
· Hot hors d’oeuvres are far more popular than cold ones.
· Avoid shrimp as people tend to eat lots of it and there is never enough.

Guaranteeing Guests
· Catering managers usually need to have a guaranteed number of people who will attend a food function at least three days prior to an event.  Once the guarantee is set, you are required to pay for that number.  
· Find out what number of meals the facility will overset, or pay for if attendance is low.
· When hosting a dining event, estimate in favor of an overabundance of food or drink.  It is better to have too much than to run short.
· If you do end up with left over food, see if you can donate it to a soup kitchen or charity so as not to waste.

Serving Options
· French:  For each course servers spoon food onto individual’s dinner plate.
· American:  Diners enjoy a sit-down meal where the food is already served up on a plate.
· Butler:  Wait staff brings platters of food to the table so that diners can help themselves or wait staff circulate amongst guests in a reception set-up.  NOTE:  this is a good way to save money on expensive items as attendees are less likely to take food/drink if it is served in a butler fashion.
· Buffet:  Diners go to a pre-set table where they serve themselves from a variety of different dishes.


Drink Serving Options
· By the bottle:  Best option for large groups.  Most economical as you pay for what is used only.  Make sure that mixers and garnishes are included in your price.
· By the drink:  You literally pay for each drink consumed.  Often drink tickets are distributed so you know in advance how much the bill will be.  After guests exhaust their ticket supply, they pay for their own drinks.
· By the person:  You will pay a set price for each person for a given period of time during which they can consume as much as they like with no limits.  Keep tabs on attendance so you are not surprised by how many people take advantage of the open bar.
· Cash Bar:  This is by far your cheapest option as you only pay for the bartender and possibly someone to handle cash.  Consider asking for the bartender fee to be waved with a minimum amount sold, usually $350.00 - $500.00 per bar.
· Open Bar:  Your most expensive option as you pay for all alcohol consumed.  If you choose this method, consider limiting option to beer, wine and some non-alcoholic beverages only.  If you plan on serving hard alcohol, instruct the bartender to use jiggers (one shot exactly) instead of free-pouring as a shot and a half adds up over many drinks.  Also, instruct the banquet captain to uncork wine bottles only as needed.
· Waiter-served / butlered drinks:  Good option if you are serving champagne or expensive wine.  Best for short events / receptions.  Not good to combine with open bar as this can become very expensive quickly.

Beverage Considerations
· Check the rules at the facility to see if you can provide your own wine as the facility may charge a corkage fee – a cost for its staff to serve each bottle.
· If serving alcohol, prepare for a sleeping room or transportation for guests who may become inebriated.

Remember
· When the function is over, be sure to sign off on the food and beverage bills and take a copy with you.
· When it comes to food, people hate surprises.  Have the catering manager label the various dishes at the buffet table so people know what they are putting in their mouths.

Planning Guide:  Giveaways
How to choose gifts that are both appropriate and appreciated.

What Giveaways Do
· A successful giveaway should increase memorability, communicate, motivate or promote recognition of your client.
· Thank attendees and presenters for their time

Know Your Attendee Profile
· Who are the recipients? 
· men vs. women
· CEOs
· Politicians
· Couples
· Regional managers from around the world 
· How many gifts are needed?
· Is there an event message? 
· What should the gift convey to the recipient?
· When will the gift be given?
· Is this an annual event?  If so, what were the previous gifts and were they received well? 
· Are there specific requests or gift ideas from your client?
· Know your client and cater your giveaways to the client’s style.
· Traditional, conservative, trendy, cutting-edge, or technical
· Special likes dislikes (gold vs. silver, outdoorsy etc…)

Budget
· What is the overall giveaway budget?
· Will there be multiple gifts per attendee or just one?  How many?  

Choosing the Giveaways
· Prior to selecting gifts make sure you know your attendee profile.  If attendees are from another country you will want to study your target countries gift culture.  Some gifts that are appropriate in the USA may not be appropriate for attendees form another country.
· Choose something that is unique or cannot be obtained elsewhere.  If attendees are from out of town, you may want to design your gift to reflect the city where the event is taking place.
· If your giveaways will include the event logo, do not let the logo overshadow the gift.  Discretion is the key.
· A gift relating to the attendees’ profession can be meaningful.
· Be creative
· Working with a company can facilitate the gift selection process greatly.  A company like Gifts By Design will take your attendee profile, budget, and client needs and provide you with an array of giveaways to select from, making your job easier.

Planner’s Guide:  On-Site
Advice for managing an event on-site

Preparation
· Review your detailed timeline and update as you go so you can reference back post-event and have a better idea for future events.
· Establish a way to communicate changes internally.
· Have diagrams for each room setup.
· Label all boxes, with bright, large, color-coded labels to allow you to match boxes with rooms without having to look inside.
· Have a second person familiar with all the details of the meeting in case for some reason you are unable to attend.

Pre-Cons
· Schedule pre-convention meetings with your staff, the faculty and other vendors.
· This is a time for staff to meet each other and discuss any last-minute details.

Logistics
· Establish the time at which the doors should be unlocked, lights and temperature adjusted.
· Announcements including exit locations and emergency procedures should be printed and available in conference guide if possible.
· Check rooms used for breaks.
· Monitor sessions continuously and check for
· Sound bleed between rooms
· Equipment needs
· Clients general needs / comfort.

Double Edge Sword:  If we plan an event well, we should not have to continually walk around and check things; however, if the client sees us sitting at a computer all day they wonder why they paid us to be onsite, so…

Actions in Down Time
· Check email sparingly and for short periods of time only
· Continually walk around – Look busy and walk with a purpose.  Check and recheck breakout and General Session walk to the front desk of the hotel, go stand in the back of the general session for a few minutes.

When everything is going great and you have some extra time (especially if you are low on hours)
· Work on wrap up report
· Write thank you cards to vendors and clients
· Update production schedule
· Update budget

Etiquette
· Eating & Drinking
· NO drinking on site.  NOTE: Alcohol is dehydrating and slows the brain.
· When you eat, do so in the crew office.  Do take time to eat; it will help you maintain energy.
· If there is not a crew room and you are eating off attendant buffets, do be the LAST person through the buffet line.
· Radio
· If just turning on your radio or switching channels, please wait a few seconds before calling someone as there might be a conversation going on
· Keep conversations minimum (no longer than 15 seconds).  If you need to have an extended conversation either meet in person or get on a house phone.
· There will be a number of people on the radio at any given time and others that can hear your conversation, so be careful about what you say because everyone will hear you.
· Remember to turn your volume way down or off in any presentation room.  Please remember to turn it back on as well.
· DO NOT brig a radio within 25 feet of the soundboard in the production room.  It will cause feedback.

Daily Responsibilities
· A stop by the front desk to get your groups report for check-ins, “walks” (displaced or relocated guests) and no-shows.
· Daily pre-cons: check with staff to see what they heard and observed the day before and go over daily schedule.  NOTE: Providing breakfast is a great way to show your appreciation for everyone’s early arrival.
· Meet with speakers prior to their sessions and remind them to review visual presentations.
· A check and re-check of room set-ups.
· A meeting with convention/conference services and catering manager to review the previous days and current activities.
· Check meal and session attendance and adjust accordingly
· Review and sign of on banquet and other checks at the end of the day or the beginning of the next.
· A good-night to the front-desk manager to remind that person to notify you of any potential problems or possible “walks” of the group’s participants.

Sanity
· Wear comfortable shoes
· Carry chap stick
· Drink lots of water and take time to eat
· Take short breaks
· Sleep when you can
· Smile at others and yourself.  

Planning Guide:  Print Pieces & Graphic Design
Print Pieces are usually considered designed and printed materials for your event

Don’t leave graphics to the last minute.  Rush orders, changes, and overtime charges add significantly to your bottom line.

Provide as much information to your designer 

Logo/Graphic Look and Feel 
· Once you have chosen a designer, brainstorm with them on all aspects of the event in order to get them started.
· Consider:
· content message being delivered at the event
· event location (if an event is in a unique location, this can be leveraged in the look and feel)
· who are your attendees
· who are your stake holders
· what is the goal of this event

Save the Date
· Save the date notes are often sent out to inform an attendee about the event once the date has been set. 
· In some cases, save the date notes can be sent up to one year before the event.
· Notes should include who is hosting the event, what the event in concerning, the time(s) and location(s) if possible.
· Save the Dates can be sent out as a hard copy via the US mail and/or through e-mail in an html format.  Designers can usually design for both web and hard copy, but not all of them do.  If you are doing an html piece, be sure to ask your designer if he/she can design them - - don’t assume.

Invitations
· Invitations can be used as a marketing tool, to request attendance and participation.
· “A creative and persuasive invitation communicates that the event will be well worth the person’s time.”
· Dos and Don’ts
1. Don’t send confetti or glitter.
2. Make RSVP easy with all the necessary contact and event information.
3. Stick on labels appears impersonal.
4. The invitation should match the theme and the formality of the event, eg, formal, semi-formal, or casual.
· Save the dates or invitations should be sent 8 weeks before the event, especially to accommodate out of town guests.
· Invitations can be sent out as a hard copy via the US mail and/or through e-mail in an html format.  Designers can usually design for both web and hard copy, but not all of them do.  If you are doing an html piece, be sure to ask your designer if he/she can design them - - don’t assume.
· If you are sending via the US mail, you might want to consider a fulfillment house to print all the invitee addresses, obtain the postal mark, and to actually mail

Conference Guide (including agenda)
· Programs are used to provide information, recognition, as a memento, and to advertise.
· Basic content of a program:
1. Date and time
2. Host organization
3. Location(s)
4. Meeting schedule with pre and post activities
5. Speakers names and titles
6. Facility information
7. Meeting logo and theme
8. Accommodation information, eg, bus schedule
9. List of sponsors – usually provided on a separate page rather than typing them in an in particular session.  Use the sponsor’s logo if possible.
*see Attachment I for sample agenda

Badges
· Badges are used to identify the attendee, to communicate attendee’s company and location, to aid security, to define restraint categories, to recognize special designations, to store attendee information, and to provide sales leads and information.
· General format of badges: the largest font should be used for the attendee’s name.  The company name and location should be listed below in a smaller font.  Any further specifications of the attendee should be listed below the company name.
· Special designation can be done by adding a ribbon or a seal to the badge.  Might be used for VIPs or sponsors.
· Color coding can be used for registrant categories.
*See example below for sample badge.
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Signage
See Planning Guide: Signage for more information about printing signage.


Printing
· Work with your graphic designer to recommend a good printer for the event pieces.
· If you can print all event pieces through one print house, you will have more negotiating leverage
· In order to get an accurate print estimate, the printer will have to see the piece(s) you are considering
· Keep in mind the following might affect your cost:
· How many colors are in your pieces (2 – color? 4-color?)
· Is it a unique size and/or shape
· Are there folds in the design
· Does any aspect of the design need to be assembled
· Be sure to understand and work to a printers deadlines
· Before going to print, be sure to see and approve a proof











Attachment I – Sample Agenda


	Monday, August 1, 2005 – Welcome Reception (Microsoft Conference Center)

	3:00pm – 7:30pm
	Registration 

	5:30pm – 7:30pm
	Welcome Keynote – Chris Capossela (VP, IW Product Marketing)


	Tuesday, August 2, 2005 – Day One – Microsoft Conference Center

	8:00am – 5:00pm
	Registration
	

	9:00am – 11:00am
	Office 12 overview

	

	11:05am - 12:00pm
	Sessions
	

	12:00pm – 1:00pm
	Lunch
	

	1:00pm – 2:00pm
	Sessions
	

	2:05pm – 3:00pm
	Sessions
	

	3:05pm – 4:00pm
	Sessions
	

	4:05pm – 5:00pm
	Sessions
	

	5:00pm
	Busses Depart from MSCC to Hotels 

	Wednesday, August 3, 2005 – Day Two – Microsoft Conference Center

	9:00am – 10:00am
	Sessions

	

	10:05am – 11:00am
	Sessions
	

	11:05am - 12:00pm
	Sessions
	

	12:00pm – 1:00pm
	Lunch
	

	1:00pm – 2:00pm
	Sessions
	

	2:05pm – 3:00pm
	Sessions
	

	3:05pm – 4:00pm
	Sessions
	

	4:05pm – 5:00pm
	Sessions
	

	5:00pm - 5:30 pm
	Busses Depart from MSCC to Marriott Redmond Town Center &  to hotels

	5:30pm  - 6:30pm
	Chalk Talk & Appetizers/Drinks, Marriott Redmond Town Center





Planning Guide:  Room Set
What you will need to know to set meeting rooms.

Capacities
· Find out about the legal capacity of the room you are renting and do not exceed it.  Also check out the locations of emergency exits and be sure not to obstruct them when you plan the room’s layout.
· As the size of the room and audience grows, so does the need to elevate your speaker/presenter.  As a rule, use a riser when more than 100 people are in the audience.
· For audiences of 1,000 or more, consider image magnification where you project the image and audio from the speaker onto large screens around the room.

Calculating Space
· Receptions:  To determine the size room needed for a reception use the following formula:
· Number of people x 10 square feet per person
· NOTE:  if you need extra space for buffets, bars, staging or props, simply add gross square footage on those items to the total area required for the function.
· Eg. 2,000 (number of people) x 10 (square feet per person) = 20,000 square feet minimum needed for the reception.
· NOTE:  To visualize what 10 square feet is, imagine yourself standing in a 3’ x 3’ square and you are about there. 
· Dance floor:  To determine the size dance floor needed to accommodate a particular group, use the following formula:
· Number of people dancing (assume 50% will dance at one time) x 2.5 square feet per person.
· Eg.  300 (number of people expected to dance at one time) x 2.5 (square feet per person) = 750 square feet minimum needed for dance floor.
· NOTE: Dance floors typically come in 3’ x 3’ sections.

Projection Distances
· Be sure to account for projection distances and set up equipment accordingly, especially if using a rear projection which will be set some distance behind the screen onto which it projects.

Table Sizes and How Many Seats They Accommodate
· 60” round seats eight
· 72” round seats ten

Details
· Rental time
· Be sure you have access to the room early enough to set up and troubleshoot.
· Allow extra time for AV and/or catering setup
· You may also want to give presenters rehearsal time in the room to run through their presentation and make sure they are comfortable in the space.
· Name cards are good to have in some meetings if the attendees do not all know each other.
· Provide water glasses to all presenters if not everyone.
· Temperature
· Facilities often have centrally operated heating and cooling systems making it difficult for you to control the room temperature, however keep the following in mind and adjust accordingly.
· If a room is warm before a meeting it is only going to get warmer when the bodies arrive.
· A cold room is better than a warm room as it will help to keep people awake.  If you do have a slightly cooler room, make sure warm beverages are available to increase the comfort level of attendees.
· Noise
· Applying duct-tape over the catch on a door will deaden the sound made when people leave to use the restroom.
· Advise participants to turn off cell phones or set them to vibrate mode.

Setup Options
· Banquet:  Consists of round tables evenly spaced throughout a room.  Preferable for galas or other dinner events.
· Theater:  Rows and rows of chairs facing a presenter/speaker.  Preferable for listening to presenters/speakers, however, can make taking notes difficult. (Additional options might be to use the theater set at an angle creating a v-shape – also called chevron or herringbone set)
· Hollow Square:  3x5 tables placed end to end to make a hollow square with seating around the outside works well for meetings in which there is not one main presenter, or when you want to facilitate discussion/involvement of attendees.
· School Room Straight/Classroom Style:  long narrow tables with chairs on one side so as to face a presenter/speaker.  Preferable for lectures in which notes will be taken.
· Trade Show Exhibits:  Booths arranged in rows.  Booths will likely contain one or more tables, an easel for sign, and power drop.
· Reception:  This is where people are encouraged to mingle.  May include tables off to the side for food and/or small cocktail tables for drinks, but mostly consists of an open space.


















Diagrams
THEATRE STYLE ROOM SET UP (Option A)
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THEATRE STYLE ROOM SET UP (Option B)
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CLASSROOM STYLE ROOM SET UP
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Planning Guide:  Security & Emergencies

Access Control
· To keep a private event private, require badges and color code them if it is part of a larger event that not all attendees are invited to.
· When serving food in a central area with other meetings nearby, ask the hotel for a sign with your event/client’s name to place on the table.

Emergency Preparedness
· Develop a comprehensive emergency plan.
· Outlines various situations that could occur.
· The procedures to be followed
· Who is ultimately responsible 
· Be certain you understand and implement the appropriate insurance before it is needed.

Types of Security Issues
· Bomb threat by phone
· Have two people listen to call
· Keep the caller on the line as long of possible.  
· Ask for location of bomb and/or time of detonation
· Inform the caller that the building is occupied and many innocent people could die if the bomb was to detonate.
· Pay particular attention to background noise as this info may help police.
· Record details of caller (male vs. female, nervous vs. calm etc…)
· Report the information immediately to the police and other appropriate agencies.
· Remain available to answer questions as the law enforcement personal will likely want to speak to you.
· Bomb threat by mail
· Save all materials including envelope
· Avoid handling as much as possible to preserve contents for investigation. 
· NOTE: After receiving a threat you have three options:  Ignore it entirely (not advised), evacuate the building immediately, or search the building and evacuate only when deemed necessary (preferred).
· Demonstrations
· Insure that the proper people are in place to assist if demonstrators get out off hand.
· NOTE: Off duty police are often available to assist with security.
· Arrange for a press release if the demonstration is regarding your client or their company.
· Consider arranging a forum for demonstrators to discuss their concerns/opinions in a calm manor to control escalating hostility and provide the demonstrator an avenue so they will feel heard. 
· Strikes, Stoppages and Shortages
· In the early stages of site selection investigate the current and projected labor situation.
· Ask for help.  If hotel employees are involved, you can expect management to fill in some of the gaps.
· The meeting staff will probably find that some of their assignments have changed and some attendees will be willing to help. 
· Fire
· Upon arrival identify the location of fire extinguishers, fire alarms, emergency exits etc…
· Make certain not to obstruct emergency exits 
· Terrorist Activity
· Develop a physical security plan which will deal with prevention and control of access to the building.




Planning Guide:  Shipping
How to get your materials where you want them on time.

When
· Work backwards from the actual opening time and date of your event to create a schedule to include set-up time and date and delivery time.  This will depend on:
· Your own and your vendor’s production deadlines
· The type of carriers you select
· The location of your meeting destination
· NOTE: Ask your shipper how far in advance materials need to be shipped to arrive on time and whether any special packaging is required.
· Do not ship too early as you don’t want stuff sitting around and the destination may not be able to store it for you.  Rather, ship just in time with a small cushion for unforeseen weather or traffic concerns.
· Plan for your return shipment as well as this will not take care of itself.

Where
· Local meetings are of course easier, but make sure and complete the whole process as it still needs to be arranged.  
· The further from home you go, the more complex the shipping process.
· If shipping internationally be sure to prepare for customs declarations, fees and licensing.  In addition arrange for in-country transport and on-site drayage and contracting coordination.
· Consider contracting a reliable full service international freight forwarder who can take care of all the details.  NOTE:  You will probably have to grant power of attorney to the freight forwarder so that they can execute customs documents on your behalf.
· Be sure to negotiate a fixed rate of exchange and the service charges before you ship so as not to confront any surprises in your budget due to changing exchange rates.

How Much
· In general ship only what you cannot get on site or absolutely must have to run your meeting.
· If your meeting calls for hardware or product displays, or exhibits by you, your supplier, or your customers, you have dramatically different shipping needs and may want to consider assigning this responsibility to your exhibit company.

Types of Carriers
· Hand Carry
· Best option as exhibitors deliver their own materials to the meeting
· Only works for very small events 
· Internal traffic
· Air freight
· Reliable and dependable
· Only suitable for smaller, valuable, or last-minute emergency shipments. 
· Common carrier
· Handle crates or cartoons in less than truckload or truckload quantities.
· If you do not fill a truck, your shipment may be transferred to other trucks at the desire of the shipper.  This increases handling and the risk of damage. 
· Van lines
· Handle loose or pad-wrapped shipments.
· Work similar to common carriers.
· Both van lines and common carries price by cubic rate or weight, but there is not a rule as to which they will choose.

Drayage
· Once your equipment gets on site somebody need to receive it.
· Drayage entails labor and equipment needed to move your shipment, including storage of empty crates and cartons for the duration of the event.
· This can be expensive as it involves minimal time of equipment rental
· Communicate with your facility as to maximum size and weight of packages they will accept, as well as elevator and door measurements and floor-load capacities.

Packing Lists
· Includes everything you want to take to your meeting.
· Each involved party (you, your staff, shipper, and receiver) should have a copy of the list.
· The list should include general information such as the name of shipping company, name of destination, ship date and due date.
· Specific information for each package, carton, crate should include a sequential number as part of a total number of pieces (box 7 of 15), the contents of each piece as well as it’s overall dimensions and weight.
· Packing lists are often standard and supplied by the packing/shipping company.  They allow you to identify and describe each package in detail when tracking, unpacking and repacking your shipment.
· Take pictures of your shipment and establish whose insurance will cover damages if they occur.
· Do not neglect return shipping.  There is often less to return ship with less time constraints and this should be reflected in a reduced cost.
· Oversee repacking onsite or assign someone to do so.  Reuse the same crates for return shipping.

Labeling and Packaging
· Your package labels should match the information on the packing list
· Consider color coding 
· Avoid being too detailed in your labeling so as to not tempt people.
· Pack cartons full or fill with newspaper so items do not shift during transport.
· Include a duplicate address inside the box as outside labels can become unreadable.
· Avoid wrapping in brown paper as it often rips and labels may become unreadable.
· Make all labels legible and avoid PO boxes as many companies will not deliver here.
· Return labels should be prepared in advance and updated on site.

Tracking and Tracing
· Pro numbers or waybill numbers are used to tract shipments.
· Many companies can tell you exactly where a shipment is and estimate arrival.
· If a package is missing check with shipping.  If their records say it has arrived at the destination check with hotel and drayage as the package may have been misplaced on site.


Planning Guide:  Signage

Badges
· Help with security
· Consider color coding if there are invitation events that exclude some attendees. 

Signage Requirements May Include
· Directional signs
· Used to move attendees through a facility.
· Perform a walk through to determine where signs are needed.
· Make signs large for easy reading
· Place a minimum of six feet from the floor for maximum visibility
· Keep it brief – simple and too the point.
· Office and service signs
· Use convention theme logo 
· Coordinate color and font as well as sign format/type to create consistency
· Meeting room identification
· Include the name of the room, topic, session number or code, and speaker’s name.
· Coordinate color and font as well as sign format/type to create consistency
· Adjust size to fit into available holders.
· Transportation
· Water resistant signs necessary for outdoors
· Place display or tent signs at the curb to identify bus route numbers and hotels serviced by each vehicle.
· Bus signs should appear in the front and on each side window and include a logo, meeting identification and destination, and a bus identification number.
· Hand helds for staff to assist in directing attendees to a site.
· General meeting information
· Use signs to announce special meetings or to promote various functions.
· Create welcome signs or banners.
· Extensive print is not only expensive, but ineffective as few people will take the time to read it.

Information Needed for Sign Order
· Size
· Color of background
· Size of lettering
· Color of lettering
· Format (horizontal or vertical)
· Quantity required
· Location of placement
· Date and time for completion of placement
· Location of delivery
· Contact name for delivery
· NOTE:  Send the order to the supplier several weeks in advance of the meeting to provide sufficient time for production and delivery.



Planning Guide:  Site Selection
Finding and choosing a great hotel or convention center for your next event

Things to Consider
· Transportation (ground and air)
· How far is the City from attendee base?  Make sure the location you choose is not too far from base.
· How far is the airport from the city?
· Costs
· Know your client.  Researching your client and knowing what they want up front will allow you to choose a more effective site.
· Do they have a preference for particular hotel chains?
· Program Goals
· Business: Should the conference be close to a company branch or convention center?
· Leisure:  Does the client want access to leisure activities such as the beach, a golf course or spa?
· Competitors
· Who else will be using the space at this time?
· Logistics
· Sleeping room needs
· Meeting space needs
· Technology needs (does the hotel have internet access?)
· Are the plans for renovation in the future and if so, will this interfere with your event?

Check List:
· Insist on a site visit
· Get everything in writing

Cost Saving Tips:
· Schedule your meeting for low-usage times.  Booking near holidays can be advantageous.
· Ask for the best rates:  Compare your offered rates to those offered to groups, AAA members and the hotel’s standard rates.
· Confirm and reconfirm your dates and event details.  Often large expenses result from overlooking small details.
· Request a discount for on-site payment
· Be conservative with your room blocks as you may have to pay for unused rooms.
· Negotiate complimentary rooms for speakers, discounted rates for your staff and/or upgrades for VIPs.
· Ask about weather the hotel offers discounts for your client.

Contractual Issues
· Ask to see a copy of the facilities standard contract
· If your organization uses it’s own standard contract, provide any clauses that are necessary for your meeting, such as:
· “Walking” guest
· amenities
· attrition
· cancellation
· guestroom name substitutions
· reservation cut-off dates
· room rates
· shoulder dates
· termination
· NOTE:  If your client has their own contract, you may be required to use it.



Planning Guide:  Site Visit
What to do while on a site visit

Site Inspection
· Should be a precursor for signing a contract for any site.
· Your main goal should be to determine how well your meeting objectives can be accomplished at this site.
· Before visiting the site define your objectives, and prepare a detailed site inspection check list or questionnaire (see resources section).

Arranging Your Inspection
· Contact the sales manager, CVB representative or other appropriate business department person well in advance of the date you would like to inspect the facility.
· Set a time and location and confirm it in writing.
· Arrange to meet personnel as this can be as important to site selection as the actual site.
· Observe other meetings in your space.
· Try to arrange to see multiple sites in one visit.  Offer this information to each site so they know your time is limited and that they are not the only site you are considering as this can be a great negotiating tool

On-Site
· Prepare to take notes
· Bring a camera or recorder and take pictures
· Meet as many members of the staff as possible
· Try to arrive early to observe operations as an outsider before you meet with the management.
· Go through your check list and ask many questions
· Check that the site meets disability standards and if it does not make sure your attendees can be accommodated.
· Have in hand the facilities brochure, floor plan or layout of the function space.  
· While touring, ask questions about the appropriateness of various spaces for your meeting and write down the answers.  You cannot rely on memory for details like these.
· Consider staying at the hotel to get a full affect.

AV Needs
· Make careful notes of outlets, track lights, dimmer panels, power drops, sound system inputs and outputs, and access points for high speed internet connections.  Also, consider built in systems that may work to your advantage.
· Make sure you will not be able to hear a meeting in adjoining rooms.
· Note ceiling height.  Will your screen fit?  High point may be the height reported for the room.  
· If you are using an outside vendor for AV, bring them with you to the site visit.

After the Visit
· Send a thank you note
· Review notes, checklists and completed questionnaires and follow up as soon as possible with additional questions or concerns.
· If the facility you’ve researched does not measure up to your expectations communicate this to the sales manager.
· If you do not intend to use the facility release the space promptly.

Resources
· DMCs:  Destination management companies can be very helpful especially when you are in a foreign city.  Make contact before or during your site visit.
· CVBs:  Convention and visitor’s bureaus are also helpful in foreign cities.


Planning Guide:  Speakers
Advice on choosing and working with speakers for events

Contracting Speakers

Where to Find Speakers
· Speakers Bureau
· If you call a speakers bureau, call one you know or that has been recommended.  Also, be prepared to answer “the five Ws”: Who is the audience?  What is the budget?  When is the meeting?  Where is the meeting? And why are you having the meeting?
· Professional Associations
· Becoming involved in a professional association such as Meeting Professionals International, the American Society of Association Executives, the National Speakers Association or the Professional Convention Management Association.  These are great resources!
· Professional Conferences
· An opportunity to meet and watch professional speakers showcase their work.
· Colleagues and Periodicals
· Peers will give the best feedback.  Looking in trade journals or newspapers can give you an idea of potential speakers.
· Educational Institutions
· Depending on your topical needs, you may want to call a particular department of a University as professors have great expertise and tend to be relatively inexpensive

Evaluating Speakers
· How quickly does the speaker respond to your questions?
· How willing is the speaker to accommodate your needs?
· Gather references
· Try to go and hear the speaker speak if possible.

Helping Your Speaker:
· Prep your speaker as best you can.  Who is the audience, what is the topic, how long should they speak for?
· If there will be other speakers present, inform the speaker of this and tell her/him who the other speakers are.
· Prepare the room.  Make sure it is a comfortable temperature, with good lighting for the speaker and prepared AV equipment.  If the speaker is scheduled after a meal, insure that the servers will be done clearing tables, before s/he begins.
· Keep the meeting on schedule especially if your speaker is speaking last.
· Work with your speaker to create memorable handouts.  This is one of the best ways people learn.
· Have a place where your speaker can be to prepare prior to going on stage.
· Be a cheerleader for your speaker.  You picked them, clap loud and laugh in the correct spots.



Things to Make Sure of
· Legal Agreements
· Prepare a contract.  If they have their own, be sure and read the fine print as it may include things you were not anticipating with your budget.
· Travel
· Establish who makes the travel arrangements.  Most speakers like to make their own and bill you separately.  If so, make sure the speaker knows who (name of travel agent) is making arrangements so as to let him avail himself of the same deal that may be available to your attendees.
· Have the speaker’s travel itinerary so you can have someone waiting for them at the airport upon arrival and bring her/him back.
· Hotel Accommodations
· Have late arrival as an option
· The room should be on the master account
· Payment
· Speakers expect to be paid on the day of performance.  Have a check cut prior to this.  NOTE: If you are working with a bureau it may ask for the check in advance so the check can clear and the bureau can pay the speaker in a timely fashion.
· Recording Agreements
· Most celebrity speakers will not allow recording of their speeches.  If they do, an additional fee could be required. 
· Riders
· Many celebrities include riders in their contract.  Be sure to incorporate these into your budget.
· Audiovisual Budget
· Is your AV budget in conflict with speaker’s requirements?
· If so, let the speaker know up front so you can work together on achieving an appropriate balance.
· Back up Plan
· Have one.
· Don’t let your speaker arrive on the last flight before the conference, especially if they are speaking first.



Planning Guide: Speaker Management
Once you have found your speaker and signed the contract…

Solicit From Your Speaker(s)
· AV requirements
· Special needs
· Do they want a green room?
· Will there be specific demonstrations requiring special aid?
· Are there any other special needs?

Provide for Your Speaker(s)
· AV request form
· Agenda
· Five Ws
· Power point template if there is one
· A schedule of important dates
· When special needs requests are do
· Registration requirements / deadlines
· When they will be arriving / departing
· Notification of rehearsal schedule

Planning Guide:  Temporary Staff Management

Resources for Hiring Temporary Staff
· Local convention and visitors bureau
· Temporary personnel agencies
· Destination management companies
· Hotel or Convention Center
· NOTE:  Get the contact information of a responsible party, at the agency from which you hire, in case there are any problems with personnel.

Knowing the Numbers
· Identify in which areas you will need extra personnel.
· Determine what skills are required and write a job description
· Develop a schedule of required dates and hours for each post and add time for orientation
· NOTE:  Arrange for a sufficient number of individuals to provide relief during breaks and lunch time.

Pre-event Meeting / Orientation
· Meet with your staff prior to the meeting to go over all program details.
· Develop a duty roster that outlines hourly schedules for each staff member/volunteer and include event or job location, exact times and functional responsibilities.
· Walk though responsibilities
· Tour the facility to introduce service personnel and familiarize your staff with the location of meeting rooms, restrooms, telephones, in-house restaurants and shops.
· Assign an individual to whom each employee is to report and provide their contact information.

Event Day Morning
· Provide a quick breakfast for your staff to get everyone off on the right foot and to have a time for last minute details or changes to be communicated to your staff.

Evaluating Temporary Personnel
· Have temporary personnel fill out an evaluation about working with your group.  This will help you to improve management for future events.
· Require the personnel agency to give you a post-conference report detailing the number of temps used, how many hours they worked, and in what areas
· Ask for suggestions from the personnel agency of where you may have needed more people and areas that could have been cut back.
· Make a careful note of how many hours were added once on-site.
· NOTE:  Doing the above should help you prepare for future events.

Planning Guide:  Transportation
Choosing the right ground transportation providers for your event attendees

Choosing Type of Transportation
· Deluxe Coaches  
· More comfortable than standard coaches, this tends to be the most desirable way to travel.  
· Generally capacity is around 45-55 people.  
· Make sure to talk to the company beforehand about standard gratuity, insurance and appearance of drivers.  Also have companies brief their drivers about 30minutes beforehand about scheduled departures and signage.
· Most will charge a 3 hour minimum.
· Average pricing is $272.00 - $390.00 for first three hours, plus $51.00 - $69.00 for each additional hour.
· Mini Coaches  
· Preferred for smaller groups as they only seat between 21-33 passengers usually.  
· NOTE:  Mini coaches usually lack the comforts of large deluxe coaches and are not recommended for long trip as they often lack bathrooms.
· Average pricing is $255.00 - $315.00 for first three hours, plus $49.00 - $58.00 for each additional hour.
· Deluxe Vans
· Often used for airport arrivals and small tours
· Can usually hold up to eleven passengers.  If many passengers are large or there is a large amount of luggage limit the number of passengers.
· Rates are based on a two hour minimum, but for multiple trips per vehicle the hourly pricing tends to be the most economical.
· Average pricing is $55.00 – 75.00 per hour with a two – three hour minimum.  Plus $46.00 - $48.00 for each additional hour.
· Average Pricing from airport to downtown Seattle is $85.00 - $95.00
· Sedans / Town cars
· Favored for VIP transportation
· Charges are hourly with a minimum, or a one-way fare.
· Average pricing is $50.00 per hour with a two hour minimum.
· Average pricing from airport to downtown Seattle is $45.00 - $55.00
· Limousines
· Use on limos for VIP transport has greatly diminished in the past few years with many companies now more image and security conscious.
· If using limos stick to black or silver for a more professional appearance.
· Average pricing is $55.00 - $90.00 per hour (depending on capacity which ranges from six to twelve) +20% gratuity with a one – two hour minimum during the week and a two - three hour minimum on Friday and Saturday nights.



Calculate Ridership
· Figure on at least 60% usage factor.  For example, if you have 100 guests at least 60 will ride.  If you have 500 guests, at least 300 will ride.
· If your destination is close to hotel, figure on ____% ridership.  If your destination is far from hotel, figure on ____ % ridership.
· Please make considerations for guests and or spouses if it is appropriate to do so for your event.
· NOTE: If everyone has to be at the opening general session their will be greater ridership than if there’s just registration taking place over the course of a day.
· ALWAYS have a contingency plan. 
· Map your route 

Airport Arrivals
· Meet and Greet Service
· Hire at least 3 friendly, intelligent, professionals who are familiar with the airport to meet guests.  
· Meet them at least 30 minutes prior to the first arrival and assign responsibilities: one for meeting and greeting the guests; one for working the carousel area, and one for the staging and call up of transportation.
· Greeters should carry signs and wear highly recognizable uniforms.
· Airport Shuttle
· Shuttles should arrive every 15 – 20 minutes.  You can determine how many shuttles you’ll need, by calculating the turn around time from the airport to the hotel.  You do this by calculating the roundtrip time and adding fifteen minutes on each end for loading and unloading.  For a 20 minute drive from the airport to hotel the round trip time will be (20 x 2 + 15 x 2 = 70 minutes).  If shuttles are arriving every 20 minutes you will need 4 shuttles cycling.  For every 15 minutes you will need 5 (70minutes / 15 minute cycles= 4.666  5 shuttles).

Disabled Attendees
· On all tour registration forms and shuttle information provide an area for “special needs”
· NOTE: Disabled attendees have a legal right to expect service comparable to that of individuals without disabilities.

Tipping
· On tour buses (for city tours etc…) bring tip money for the driver and do not hesitate to give it in advance.
· Be generous, you want the drivers goodwill and cooperation.
· NOTE: Standard shuttles do not require tips.

Confirmation
· ALWAYS confirm
· Confirm coaches, limos and vans 48 hours in advance and then again on the same day if possible.
· Ask the driver to arrive fifteen minutes earlier than the scheduled start time.
· Get the phone numbers for driver’s cells.  If this is not available, have the number for someone at dispatch who will be able to contact your driver’s while they are on the road.



Planning Guide:  Venue Management

Venue Management
Working with venues will vary as events can take place in so many types of venues from hotels to convention centers to restaurants to public parks to name a few.  When working on venue management keep in mind the following things:
· Reserve the venue for event dates as soon as you can (even if it is still only a possibility)
· Contract for the venue – this can mean signing an actual contract and/or putting a deposit down
· Determine who is providing which services that you will require from the venue.
· Be aware of any contractual obligations you or the venue might have
· Ensure that your venue contact knows and understands as much of your program as possible.  This will ensure that there are no surprises about restraints of the space well ahead of time.
· Involve your venue contact throughout the planning.  Chances are that he/she has seen something similar done in this venue and can make suggestions based on their expertise.
· A key tool to managing a venue (a hotel or a conference/convention center) is by reviewing their Banquet Event Orders (BEO’s) in detail before arriving on site.

A BEO is:
· An internal document used by the catering staff listing the menu, setup, and other details of the function.
· Details may include: date(s) of the event, starting and ending times, location, number of guests, date of guarantee, minimum number of guests, charges for additional guests, staffing levels, lists of charges, deposit policy and dates, refund and cancellation policies, alcohol service policies, left-over brought in food policy, and identification, insurance, licenses and permits.
· Conduct a Pre-Conference meeting at the venue with all parties involved in producing the event.  This provides a chance for everyone to meet face to face and see the venue in person prior to arriving on-site for the event.

Below are things to consider when choosing a venue for your event:
1. Venue accessibility and traffic.
· The venue must be easily accessible for exhibitors and attendants to airports, highways, hotels, etc.  The less convenient the location is for exhibitor and attendant the more the event will suffer.
· Also see Planning Guide: Site Visit and Site Selection for more information on preparing for your venue.
· The venue needs to have a positive traffic flow with minimal congestion, minimal distance between vendors, food, and other attractions.  Attendants will lose interest if they have to fight large crowds and walk long distances.
2. Floor space
· Too small of space can cause congestion, too large of space can cause the illusion of lack of attendance, a disappointment for exhibitors and vendors.
· Take into account ceiling height, columns, stairwells, entrances and exits, and available utilities that might restrict vendors and exhibitors.
· Also see Planning Guide: Room Set for calculating floor space.


Hotel Venue Analysis
1. Advantages
· Usually geared toward groups and leisure market
· Usually central to other major attractions
· Wide range and amenities and services
2. Disadvantages
· May not feel as intimate for delegates
· Competition with other conferences and vendors
· May not have sufficient meeting space to guest room ratio
· Inflated prices as a result of being near other popular attractions

Resort Venue Analysis
1. Advantages
· Environment usually is away from day-to-day activities
· Less distractions
· Marketed toward retreats and incentive programs
· Ample recreation facilities
2. Disadvantages
· Addition time and transportation may be required due to the distance away from airports and public means of transportation.
· Supplier services may be limited or restricted

Conference Center Analysis
1. Advantages
· Specializes in business conferences, providing a meeting environment, functional rooms, and necessary equipment.
· Staff with professionals to serve meeting professionals
· Self-contained to break down into small conferences or open up into large conferences.
2. Disadvantages
· Accommodations and amenities may be minimal
· No guest rooms (less negotiating power)

Convention Center Analysis
1. Advantages
· Designed for large multipurpose use.
· High ceilings
· Has own in-house catering
· May have one or more hotels connected to it.
2. Disadvantages
· No guest rooms (less negotiating power)
· Depending on distance from convention center and hotel accommodations, cost of shuttle and extra transportation may be required.
· May have exclusive contracts with suppliers.
· Complicated contracts.
· Liability issues.
· In-house staff may not be available.
· Require full payment upfront.
· Minimum guest services such as a gift shop and lounge.
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