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Your Meeting is on TRACK!

PRE-EVENT ACTIVITIES — PHASE ONE (Pre site selection)

Initial client meeting / needs assessment
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Based on client direction, start site selection process
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Prepare draft budget
Typical Items Include;
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Negotiate contract and sign
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PRE-EVENT ACTIVITIES - PHASE TWO (Post-site selection)

Consider local meeting planner to help with pre and during event activities
Registration options
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Speakers
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A/V requirements

o

e 8 + b -

o # # H#e
o .

o 2 1 42+ ( 2
° &> &

o I 2 #

e 6% 5

o I # & "

Meeting & break out room configuration
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Coffee breaks and food

J , 5 &
o + $ 5 S(# #* &
#6$ & # # & # $
"oH#
. & ( # # 4L o#™ *
. ¢ ¢ $ 5 " # '3 )
. & Y R S T " " )
# *
Discuss on-site activities/requirements
e D ( # $ - b *& # - #
e = % ] $ ( " , #
. & 86 $ '
o + & # " ( § A< H#
o ## *
e # W ( # # " &
# #
Client status reports and meetings
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OPTIONAL MAJOR COMPENENTS CHECKLISTS

Exhibitor trade show

Awards ceremony / Color Guard / Ribbon cutting
Public events

Live music or music licensing / Entertainment
Web casting (live or on-demand)

Raffles




AT EVENT ACTIVITIES

Meeting among key points of contact - Track, hotel, and client
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Review meeting space — set up correctly?

Set-up registration desk
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Monitor each day
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Attendee survey
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POST-EVENT ACTIVITIES

Distribute attendee survey, report, and analyze results

Send out thank you letters

Prepare CD-ROM containing speaker’s presentations and/or post to web
Review meeting details (post mortem lessons learned)

Receive invoice from property

Review for accuracy

Present to client for review and approval

Pay invoice

Prepare ROI if needed




