[image: image1.wmf]
CHOOSING A CONVENTION SITE.....


In that hotels book events many years in advance, convention sites should be chosen at least two years prior to the actual date.  Also, convention sites should be chosen if it has a hotel/motel that can accommodate the district convention and is accessible to all Pilots in the district.  The convention site should also offer some type of “enticement” (i.e. good restaurants, shopping, museums, etc.)

Request a meeting planning kit from the hotel/motel.  This will assist with your decision in determining if the facility meets the district’s requirements as outlined in the “District Convention Fact Sheet” (sample included in this manual).  This planning kit should assist you with determining the meeting space available for the District Convention based upon your projected attendance.  The convention site should also comply with the Americans Disabilities Act (ADA) regulations.

Prior to negotiating a contract, the convention site should be inspected.  When scheduling a date to inspect the proposed convention site, set a time to visit with the appropriate person at the hotel who will be able to answer the questions and provide the information needed.  Review the information provided by the hotel prior to your visit, as well as the Hotel/Site Selection form and Checklist for Site Negotiation (sample included in the manual).


If at all possible, familiarize yourself with the contracts from the last two District Conventions for your District.  This should provide information as to what was negotiated previously.

.....NEGOTIATIONS
►
Why negotiate????  To get more value for your $$$$$.  Your power as a negotiator quickly diminishes after you sign a contract, so don't be too eager to sign on the dotted line.  Review the forms incorporated in this section to assist with your negotiations with the hotel.  The best time to negotiate is on a site visit in that the sales staff are eager to "close the deal."

►
If there are several people on the site inspection/visit, designate one spokesperson.  Before executing a Hotel contract, excuse yourself from the meeting with the hotel representatives and discuss the offer before making a commitment.

►
There are frequent personnel changes in the hotel/motel industry.  Therefore, be sure the hotel contract confirms in writing all negotiations.  Copies of the final contract should be provided to the Governor, Treasurer, Convention Chair and Convention Vice Chair.
►
If your sales contact says they simply can’t do "x". . .  remember, they have the right to say NO, but you have the right to REFUSE no for an answer.  Explain why you can’t accept their offer.  Or stand firm and insist on your needs.  Learn to be patient.

Helpful Hints . . .

►
Ask the hotel representative how they plan to promote your meeting.  Will they provide brochures advertising the hotel and city?  Will they provide funds and giveaway items to use in promotions.

►
During meetings will hotel advertise your convention name on the hotel marquee?

►
Will complimentary refreshments be provided for the convention staff?

►
Be sure to question hotel regarding their security measures.  What is the hotel's proximity to medical facilities?

►
Ask for letters of recommendation and names and phone numbers of groups who have used the facility recently.  These people are your peers - they will be honest with you about their experience with the property.

►
Request a list of local companies from the city's Chamber of Commerce.  You can use 
this list to contact potential sponsors for convention speakers and meals.  First, determine 
if the company's target market would include the demographics of your convention 
attendees.  Then, be prepared to sell them on the idea of sponsorship.  You never know 
until you ask!

To ensure that the district convention runs smoothly, ask the right questions at the beginning of the planning process and pay attention to details!
The end result will be a SUCCESSFUL DISTRICT CONVENTION!
(                                 ) DISTRICT   CONVENTION FACT SHEET
     Name of District

(To be sent to hotel/motel when requesting meeting planner's kit.)

1.
Name of contact for the meeting.  ___________________________________________


May be reached at________________________________________________________


_______________________________________________________________________
2.
Purpose of meeting________________________________________________________

________________________________________________________________________
3.
Dates for the meeting ______________________________________________________
Dates flexible?              ________Yes           _________No

4.
Who attends meeting?  Expected attendance

5.
Spouses in attendance?
________Yes

________No

6.
Attendees come in early?
________Yes

________No


Stay overnight after meeting?
________Yes

________No

7.
Percentage of double occupancy ___________________

8.
Number of rooms "sold" last three years:
______________








______________








______________

9.
Number of food functions during meeting: 
______________


Expected attendance at each:


______________

10.
Hotel rates for the last three years:

______________








______________








______________
11.   List information pertinent to your meeting._________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Nine Essential Hotel Contract Clauses
by Jonathan Howe

1. ADA Requirements
Contracts must specify who is responsible for meeting requirements of the Americans With Disabilities Act. Unless otherwise stated, both parties are mutually liable for the failure of the other to comply. The clause should hold the facility responsible for public areas, sleeping rooms, restrooms, etc. The meeting sponsor, meanwhile, should be held responsible for meeting room layouts, accommodating attendees' special needs (e.g., providing a sign language interpreter or materials in oversize print).

2. Cancellation
Many planners believe that if there is no cancellation clause in the contract, they are free to cancel. Nothing could be further from the truth. In today's market, you've got to address what happens if one of the parties cancels. Cancellation clauses should clearly set forth the obligations of the parties without the need to resort to litigation or arbitration. Some contracts let either the facility or the meeting sponsor out of the agreement upon the payment of a set amount of money or other terms. Others allow only the planner to cancel under certain circumstances, such as changes in ownership or management of the property, renovation or construction that may adversely affect the meeting, or deterioration of the facility.

3. Attrition
Attrition clauses impose a duty to meet room block
requirements. Without an attrition clause, the planner's organization could be fully responsible for all rooms booked. And watch out for what I call the triple-whammy: paying for unused sleeping rooms, meeting space and lost food-and-beverage opportunities.

4. Mitigation
A mitigation clause requires either side to lessen potential damages. In other words, the hotel mitigation clause may not benefit either party if there is a sum certain - or set dollar amount for purposes of cancellation or attrition.

5. Condition of Premises
This requires the property to be in the same condition or better than it was at the time the contract was signed, and to maintain its current "star" or "diamond" rating by any specified rating service.  For independent hotels belonging to organizations such as Leading Hotels of the World, Preferred Hotels or Associated Luxury Hotels, failure to maintain that status also may be grounds for terminating the contract without liability.

6. Dispute Resolution
If you want to use binding arbitration (which I recommend for offshore meetings) you need a clause that spells out not only the requirement of arbitration but the procedural rules, how to select an arbitrator and where the arbitration is to be held.

7. Attorney's Fees and Interest
This states that if any issue requires an attorney's involvement, the prevailing party recovers its attorney's fees.  This clause should be rather detailed in stating what fees are recoverable and whether interest may be collected on the contested amount.

8. Liquor Liability
If alcoholic beverages are to be served, require the caterer to indemnify, defend and hold harmless the sponsor of the meeting in the event of any liquor liability claim.  Also, require that servers be properly trained in alcohol awareness and intervention procedures, and also that they demand age verification at their discretion and refuse to serve alcohol beverages to anyone who appears to be intoxicated.

9. Hold Harmless
Both parties agree to indemnify and hold harmless one another in the event of any claim registered by a third party.  For instance, if an attendee slips and falls at the property, and sues both the hotel and the planner, this says there will be no finger-pointing.  

Checklist For Hotel Contracts
BY CHERYL-ANNE STURKEN
BASIC ELEMENTS
□
Identify both contract parties, date of agreement, name and date of meeting event.

□
Address insurance requirements (liquor liability, negligence, etc.).

□
Include change of ownership/management notification requirement.

□
Indemnification clause should state that hotel will pay legal fees and judgments against                                                                                                                                  
meeting group if the group is sued by another party for something that is the hotel's 


fault  and vice versa.

DEPOSITS, TERMINATION & CANCELLATION
□
Include termination clause that spells out the conditions beyond a group's control that may 
force cancellation of event (war, fire, labor strikes, acts of God such as hurricanes or 
earthquakes).

□
Deposits: State amount and specify that if held over six months, the money should be placed 
in an interest-bearing escrow account and interest credited to group account.

□
Cancellation penalty: Specify financial damages to be paid by group should event be                                                                                                                                                                                                      
cancelled (fixed dollar amount or sliding scale), less any revenue generated from the 
resale 
of cancelled rooms.

GUEST/SLEEPING ROOMS
□
Specify number of  singles, doubles and suites needed for each day of the meeting.

□
Specify type of rooms (ADA accessible, oceanview, etc.) needed for each night.

□
Show total room nights.

□
Describe the hotel's procedures for guaranteeing reservations.

□
Specify check-in and check-out times and spell out any restrictions or conditions.


Cut-off dates: Identify how long before the meeting the hotel can sell off unreserved rooms 
in 
a room block.

□
State how reservations will be handled.  Ask the hotel to clarify policy for reservations 
received after cut-off date or exceeding available block.

□
Require notification by hotel if room block is exceeded.

□
Include a clause permitting reductions or additions to room block without penalty.

□
Overbooking: State compensation for confirmed guests denied a room.

□ Room rates: List current rates by type of room and determine formula and date for setting 
meeting rates (particularly if booking meetings more than one year out).

□
Commission: Show amount and to whom commission is payable.

□
Complimentary rooms: State formula for determining allotment and request credit to master 
account if not used.

□
List complimentary in-room amenities (phone, pay-TV, newspapers).

□
List complimentary VIP amenities (golf, tennis, parking, health club, etc.). Whenever 
possible, state recipients.

MEETING/FUNCTION SPACE REQUIREMENTS
□  Identify meeting rooms by name.

□
Specify types of groups (for instance, a corporate competitor) that should not meet at the 
hotel at the same time as your group.

□
List audiovisual requirements and rental rates.

□  Specify your group's ADA requirements.

□  Spell out signage requirements.

FOOD & BEVERAGE
□
Specify time and rates for each meal function.

□
List dates for final guarantee of each event and liability if attendance is lower than expected 
or meal is cancelled.

□
Specify gratuity policy (voluntary vs. mandatory).

□  Confirm compliance with state liquor laws.

Notes:

______________________________________________________________________________
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________


Hotel/Site Selection

When doing site inspections, leave no stone unturned
The Elevator

Are control panels low enough to be accessible by wheelchair users?  Are floor numbers in braille?


How wide is the door?  Must be at least 32 inches wide.  How big is the elevator cab?  Must be a minimum of 48 inches deep and 22 feet square to permit the wheelchair user to turn around and face the door.


Are all floors accessible by elevator?

Bell Staff


Is bell service available 24 hours?


Is bell staff attentive?


Does bell staff point out fire exits?


Does bell staff put luggage on stand in room,       hang garment bags?


Does bell staff know how to act toward people with disabilities -- just as courteously as they would toward any guest?

The Sleeping Room Bathroom

Does the door to the bathroom open out?  If not, does it block access to the outside door?


Could a guest in a wheelchair roll up to the sink?


Is there a space for a wheelchair to maneuver alongside the bathtub?


Is tub equipped with grab bars, ideally with both vertical and horizontal bars low to the tub?  Are they well anchored?


Are towels within reach of someone in a wheelchair?


Are toilets no more than 29 inches off the floor?  Are there grab bars next to the toilet?


What's the condition of the bathroom?  Are fixtures, wallpaper, tiles, pipes, etc. clean and in good condition?


Does the shower curtain need replacement?


Is the ceiling over the shower spotted or peeling?


Are the counters worn or spotted?

Restaurant/Cocktail Lounge

Is access to the restaurant/lounge a flat surface?  Are there stairs or a ramp?


Is there adequate space between tables for a wheelchair?  There should be 4 to 5 feet between round tables.


What are the table heights?  Should be 30 inches high to accommodate standard-sized wheelchairs (30 inches by 48 inches).


Is there wheelchair access to the dance floor?


Where are the restrooms?  Are they accessible?  Public restrooms should have at least one stall three feet wide; urinals no higher than 17 inches.


Is upper edge of the drinking fountain no higher than 36 inches from the floor?


Are restaurant personnel efficient, prompt, and pleasant?


Are non-smoking sections available?


Is wait staff knowledgeable of items and preparation?


Can food be prepared to any specifications?  Is there sensitivity to diet/religious restrictions?


Is the bill presented promptly, and is it correct?

Public Areas/Staff

Is there at least one house phone and pay phone not over 40 inches above the floor, with coin slots that are no more than 54 inches above the floor?


Do telephone operating instructions have raised lettering, or are they in Braille?


Is a phone equipped with hearing amplification in the handset?  A phone equipped with TDD (Telecommunications Device for the Deaf)?


How accessible is the hotel staff?  What is their level of flexibility and accommodation to group requests?  Are they creative?


Can meeting rooms be configured in a variety of setups?  Again, how creative and flexible is the staff?


How many groups will be meeting at the same time as yours?  How will this number affect the attention directed to your guests?


Will the hotel inform you of who else will be meeting at the site?  How will this group's presence affect, if at all, your group?


Which unions have contracts with the hotel, and what regulations might affect your meeting?


Do public spaces provide a relaxed setting and seating in which attendees may unwind?


Will your attendees feel safe and comfortable at the site?

Meeting Facilities

Are meeting facilities accessible to attendees in wheelchairs?


Are aisles at least 32 inches wide?  Because at least 4 feet are required for a person in a wheelchair and a walking person to pass each other, and at least 5 feet for two people in wheelchairs to pass, all aisles should ideally be 4 to 5 feet wide.


If you are using a riser, does it have a ramp with a slope of no more than one inch vertical to every 12 inches horizontal?

Meeting Room layout and capacity

What is the capacity of the room for different types of room setups?


Are there pillars or other obstructions?


Will doors be in the rear of your meeting setup?


Is there a foyer?


What is the distance from the meeting room to:

nearest elevators?

freight elevators?

nearest escalators?

checkroom facilities?

nearest public phone?

restrooms?

Lighting and electrical hook-ups

Will light interfere with movie or slide projections?


Do window curtains darken the room sufficiently?


Will chandeliers reflect light into people's eyes?


What is the capacity of electrical outlets?


Are outlets AC or DC?

Other factors

Can beverages be served in a nearby area or in the same room?


Can food be served in the meeting room?


How quiet is the heating/cooling system?


What sort of lighting is used in meeting rooms?  Chandelier lighting is hard on the eyes, as is florescent lighting.


What is the quality of the sound system?


Are meeting room doors wide enough (36 inches) to allow wheelchair access?  Are they very heavy to open?  Can they be propped  open, if noise, air conditioning, or privacy concerns do not dictate that they remain closed?


Are there smaller rooms for breakout sessions?


What kind of business services does the hotel provide for sending and receiving faxes, making copies, and computer-generated images?  What are the charges for these services?


What audiovisual, computer, or other technological equipment does the hotel actually own?  What is the condition and dependability of each piece of equipment.


Does the hotel recommend outside suppliers?


Is the person in charge of hotel equipment a repairperson, too?


Is the hotel equipped for tele- or videoconferencing? Focus groups?


Can the hotel provide multilingual staff?  What about translation/interpretation equipment and staff?


What are the charges for any technical or technological equipment?


If your meeting has recreation time built into it, are recreation facilities (pool, locker rooms, sundeck, etc.) wheelchair accessible?


Is express check-out available?  What about late check-out?


Is the billing process courteous and prompt?  Is the bill correct?

[image: image2.wmf]              Checklist for Site Negotiations

Once you have selected your preferred site, go over the following details with the facility's management.

Function rooms

□
How many will be needed? When?

□
Are they in one area? On several floors?

□
What is the charge for room use?

□
Are any rooms free of charge?

□
Is a meeting headquarters available? 

□
Is there a locked supply or storage room available?

□
How much of the facility will be occupied by other groups?  Will site notify you as to additional bookings made?

Sleeping rooms

□
How many will be needed?

□
Will the site print reservation cards?  When will they be available?  Who will mail them?

□
How long will the block of rooms be held?

□
What is the checkout time?

□
Is there a late checkout policy?

□
Will there be complimentary sleeping rooms or suite?

Equipment

□
Is there closed circuit TV?

□
What equipment is available free?

□
What equipment is available for a fee?  What is the charge?

□
Is registration equipment available?

□
Are there phone jacks, computer outlets,  and phones available for registration and in function rooms?

Signs

□
What are regulations or restrictions on posting signs?

□
Is there an in-house painter?  If so, what are the lead time and charge for services?

□
What directional signs are provided?

Food and beverages

□
What dining rooms are available?

□
What is the price range for meals?

□
Are there state or local liquor regulations?

□
What is the policy or procedure on tipping?

□
Who will arrange for meals, breaks, and parties?

□
What are the hours for room service?
Personnel

Who is assigned to handle all arrangements:

before the event?

during the event?

in the evenings?

□
Are there union regulations to consider?

□
How may you contact the individual - beeper, phone, etc.

Safety and security

□
What security arrangements are available?

□
What are the fire regulations?

Financial arrangements

□
Does the site require an advance?

□
What arrangements will be made for receipt and payment of bills?

□
What credit cards will be accepted?

Other services

□
Is a photocopy service available?

□
Is there limousine or bus service to airports and other terminals?

□
Is free parking readily available, or is there a fee?  Is valet parking available?

□
Are there any scheduled renovations during the year in which you are planning your convention?  Be sure it won't be taking place while you're there.





Meeting Facts

B
y getting all the facts about the proposed meeting together, you can easily give your specs to your prospective meeting hotels.

Name of Meeting:_______________________________________________________________________________

Contact: ______________________________________________________________________________________

Facility Type:
 (  Downtown
    ( Resort
( Airport        (  Suburban
(  Conf. Center       (  Other

Geographic Desirability:    (  E
       (  NE
  (  SE
        (  SC
 (  NC
     ( W       (  NW      (  SW

[image: image3.wmf]
Function Space


Main Meeting Room





Date


Time

*Setup

   No. of People
         **A/V  equipment
	Sunday
	
	
	
	
	

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	Saturday
	
	
	
	
	


Breakout Rooms




Date


Time

*Setup

   No. of People
         **A/V  equipment
	Sunday
	
	
	
	
	

	Monday
	
	
	
	
	

	Tuesday
	
	
	
	
	

	Wednesday
	
	
	
	
	

	Thursday
	
	
	
	
	

	Friday
	
	
	
	
	

	Saturday
	
	
	
	
	


Meal Function – Time Schedule



    Date
     Breakfast
    Lunch
      Reception
          Dinner        Hospitality
       Other
	Sunday
	
	
	
	
	
	
	

	Monday
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	
	



Billing Procedure:







Transportation:

(  Company pays all charges
(  Company pays room



(  Air         (  Ground

(  Individuals pay all charges
(  Individuals pay incidentals


*SR/Classroom      TH/Theater         CS/Conference       HS/Hollow Square            U/”U”-shape         R/Rounds

**SCR/Screen             OH/Overhead                   FC/Flipchart                    CB/Chalkboard         Laptop Computer      LCD Projector


Meeting Specifications (Specs)

 Here is an outline to use when developing a spec sheet.  Use a separate spec sheet for each function, each room and include each and every detail you want the hotel to take care of (a list of the types of items you might include is on the next page).

Be sure to send a cover letter on your group’s letterhead with your spec sheets.  The letter should spell out the billing arrangements, check-in requirements, guarantees for late arrivals and other details you’ve worked out with the hotel.


 COMPANY:

YOUR COMPANY NAME


CONTACT:

YOUR NAME OR MEETING MANAGER ON SITE


DATE:


DAY AND DATE OF THIS FUNCTION


EVENT:


NAME OF FUNCTION (BREAKFAST/BOARD MEETING, ETC.)


POST AS:                         HOW YOU WANT THE MEETING IDENTIFIED ON THE READER BOARD OR TV 




MONITORS


ROOM/TIME: 

NAME OF ROOM – BEGINNING AND ENDING TIME INCLUDING REHEARSAL 



TIME


*SETUP:

HOW YOU WANT THE ROOM SET, AND ANY SPECIFIC INSTRUCTIONS FOR 



SETUP 
CREW, EG., “ASHTRAYS ON THE LEFT SIDE OF ROOM ONLY”
*A/V:








ALL AUDIO/VISUAL NEEDS, INSLUDING EXACT TIME WHEN TECHNICIAN IS 



NEEDED TO RUN ANY PROJECTORS 

*F&B:


TIME AND SERVICE OF COFFEE BREAKS, COMPLETE MENUS IF YOU WISH; 



ANY INSTRUCTIONS 


*OTHER:

ITEMS THAT DO NOT FALL INTO ABOVE CATEGORIES, SUCH AS 





“WASTEBASKET”,“EASEL OUTSIDE ROOM FOR SIGN”, “HOUSE TELEPHONE”, 



ETC. 

Date: _________________________






Page: ____of: _______


(date of preparation of spec sheet)







(Page numbers)

*Please see the following page for examples
Meeting Specifications (Specs)





     (Cont’d)

Examples of Requirements

	Setups
	Theater

Schoolroom

Conference with 2 persons at head

Hollow Square allowing 3’ per person elbow room

Rounds of 8

Stage with head table for 4

Pads, pencils, water glasses (This should be included

      on all setup requirements)

Table for handout Materials in rear of room

Room temperature at 68º
PA system turned off

Spotlight on speaker position



	A/V
	Rear Screen Projection

Overhead projector w/acetate sheets and markers

2 flipcharts at head table w/read/black markers

Technician needed from 8:00 a.m. to 10:00 a.m.

Audio/video equipment to record president’s speech

Lectern microphone

Lapel microphone at lectern

2 standing microphones at head table



	F & B
	At 8:30 a.m.:

   Freshly squeezed orange and grapefruit juice

   Croissants

   Blueberry muffins

   Coffee, tea, brewed decaf

   Waiters to cease serving when speaker begins

   Refresh coffee at 10:30 a.m.



	Other
	Hotel personnel to assist in monitoring

   elevators when group breaks for lunch

Easel placed outside room at 7:00 a.m.




Y


ou may wish to keep business cards together in a plastic holder in your meeting file or make up your own contact sheet of providers that you’ll speak with on a regular basis.  Here is a list of key contacts.

Key Contact


Name




  Telephone
	General Manager
	
	

	Director of Sales
	
	

	Sales Manager
	
	

	Convention Service Director
	
	

	Convention Service Manager
	
	

	Reservations Manager
	
	

	Audio/Visual Technician
	
	

	Banquet & Catering Manager
	
	

	Food & Beverage Director
	
	

	Front Office Manager
	
	

	Executive Housekeeper
	
	

	Accounting Manager
	
	

	Head Houseman
	
	

	Concierge
	
	

	Tennis Director
	
	

	Golf Director
	
	

	Airline Contact
	
	

	Ground Transportation Co.
	
	

	Tour Operator
	
	

	Special Events Coordinator
	
	

	Florist
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Meeting Schedule
T

he meeting schedule is a chronological listing of each and every event scheduled for your meeting.  This list should be available to your staff, meeting participants and facility representatives as well as anyone else involved in the meeting.  Prepare a schedule for each day and be sure to include meal functions, refreshment breaks, and social and recreational events in addition to the meeting itself.

Day & Date


Time


 Function/Speaker

Location
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Final Details
H

ere’s a quick checklist to remind you of important items as your meeting gets underway.  It is important to keep it simple for quick reference.

Day Before Meeting

(
All guests pre-registered
(
VIPs established

(
Pre-shipped conference 


material located

(
Review meeting room setup


with hotel

(
Review menus with catering

(
Confirm break locations/one


station per 50

(
Registration desk/telephone

(
Reconfirm registration staff


schedule

(
Pre-conference meeting

(
_____________________________

(
_____________________________

(
_____________________________

Day of Meeting

(for each meeting room)

(
Check accuracy of facility


monitor/director

(
Cooling/heating system operating

(
Location of lighting controls

(
Check room setups (count chairs)

(
Water, pads, pencils

(
Check lectern microphone/light

(
Test all A/V equipment

(
A/V Materials at projector(s)


Day of Meeting (cont’d)

(
No-smoking signs placed

(
Handout materials at table(s)

(
Signs outside doors of all 


meeting rooms

(
Name tents at head table

(
____________________________

(
____________________________

(
____________________________

Last Day of Meeting

(
Checkouts extended for


VIPs, others

(
Luggage hold area roped off/sign

(
Shuttle confirmed for airport


transfers

(
Evaluations collected

(
______________________________

(
______________________________

After the Meeting

(
Billing completed

(
Room cleared of company materials

(
Material packaged – ready for transport

(
Gratuities where necessary

(
Critique of meeting with hotel

(
Thanks you notes sent

(
________________________________
(
________________________________

Meeting Planner’s Evaluation

Y

our evaluation of the meeting, the facility, and other aspects of the event is just as important as your attendees’.  Use this worksheet to note your thoughts, point out problems, highlight changes that should be made in the future, and offer positive comments.

Meeting ______________________   Hotel/City ________________________ Dates ______________

That is your overall feeling about the meeting.  Was it successful or not and why? ______________________________________________________________
Registration: Goal of attendance met/Peaks and valleys of mail-in-registration/Percentage to total of on-site registration/No-show factor/Registration Fee sufficient to cove costs (if applicable)

___________________________________________________________________________________
______________________________________________________________
Announcements of Program:  Timely/Informative/Clearly written

___________________________________________________________________________________
______________________________________________________________

Meeting Space  Sufficient/Setup/Appearance

___________________________________________________________________________________
______________________________________________________________
Sleeping rooms: Sufficient rooms reserve/early arrivals-late departures covered/Appearance of rooms

_________________________________________________________________________________________________________________________________________________
Administration:  Sufficient support staff/Division of duties

___________________________________________________________________________________
______________________________________________________________
Other Comments:

___________________________________________________________________________________
______________________________________________________________
Attendee’s Evaluation
U
sing an evaluation questionnaire is a good way to find out your attendees’ needs as well as what they thought of your meeting.  Try to be specific in your questions for better feedback.  The following is a generic questionnaire giving examples of how questions can be geared to your own meeting so you can learn from the response.

Design a questionnaire that’s simple to complete and tabulate.  Ask attendees to leave evaluations at your registration desk on the last day.

The Program






Excellent

    Fair


Overall







5
4
3
2
1

Opening Session






5
4
3
2
1

Guest speaker (list separately if more than 1)



5
4
3
2
1

Audio/Visual materials





5
4
3
2
1

Workshops (list separately)





5
4
3
2
1

Question and answer session





5
4
3
2
1

Handout materials






5
4
3
2
1

Comments __________________________________________________________________________

____________________________________________________________________________________


Social Program






Excellent

          Fair


Overall







5
4
3
2
1

Receptions (list separately if more than 1)



5
4
3
2
1

Entertainment (list separately)




5
4
3
2
1

Banquets (list separately)





5
4
3
2
1

Refreshment breaks
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Recreational activities
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Comments___________________________________________________________________________
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Attendee’s Evaluation (cont’d)

The Meeting Site





Excellent

          Fair


Overall
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Location
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Guest Rooms
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Hotel Services
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Comments___________________________________________________________________________

___________________________________________________________________________________
____________________________________________________________________________________

Overall, how would you rate the (name of meeting)?  (  Excellent

(  Good
(  Fair

Why?_______________________________________________________________________________

Are you able to apply insights of the keynote speaker to your own organization?
(  Yes
(  No
Why? ______________________________________________________________________________

____________________________________________________________________________________

How valuable were the discussion groups to your particular needs?
(  Very valuable
(  Somewhat valuable
(  Not at all valuable

Why?_______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Do you plan to attend a future (name of meeting)? (  Yes
(  No

Suggestions for improving meeting _______________________________________________________

Additional comments __________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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