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Let's Walk Through the Event Planning Process Together r

When you plan at Marriott or Renaissance, you can be sure of one thing: You are not alone. Every tool you'll need - including
conference planning guides, other event planning guides and meeting planning services - is at your disposal.
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Themes and Vision
Budgerts

Confract
negofiation
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Starting with the End In
Mind:

Creating Objectives for
Meetings and Events

Return on Investment (ROI)



THEME & VISION

Establish measurable meeting objectives
before planning and designing a
meeting or event.

Collect necessary data before the

s
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The Bottom Line

One of your first considerations is to
determine whether your meeting is
InNfended to make a profit, break
even or lose money.

If you have no financial history (new
meeting) then you must build your
budget based on your estimates of
potential income and likely
expenses (zero — based budgeting)



The Botom Line

Create a readlistic functional income and
expense budget for the meeting.

Increase income and/or reduce expenses
INn order o meet financial reports.

Produce specific financial reports that
show the financial status of the meefting.

Manage funds prior to the meeting, on-
site and post operational performance .

Announce Return on Investment (ROI|



Service for which the meeting
manager bargains or negotiates
a formal contract:

Vendors (Registration, Audio Visual, Food
& Beverage, Programming, Website,
Transportation, Air)

Facllities (Hotel, Convention Center,
Restaurants, etc..)



Includes each task fo be
accomplished and is the core of the
program plan.

Includes deadlines required for
planning the entire event from site
selection through post — meeting
evaluation.



Basic Steps:

Determine the physical
requirements of the meeting.

Consider attendee interests and
expectations.

Select a destination and the
type of facllity.

Prepare meeting specifications
and a request for proposal (RFP.)

Review and evaluate sites.
Select the site.



SIT

TOOLS
Convention & Visitor Bureau (CVB)

SELECTION

Independent 3™ party site

selectors:
Helms Briscoe

Experient
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Regqgistration

Housing and Room Block
Management

Food and Beverage
Arrangements

Exhibitions
Signage



Process

Set Fees: Advantages of advance
registration for both the planner and
the attendee.

Purpose of information gathered
during the registration process
(badges, counts, special needs, fees.)

Set-up and management of online
registration.

Set-up and management of onsite
registration.

Assemble a complete registration
packet.
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Recognize the role food and beverage
plays in a meeting.

Types of meal functions.




Keynote Speakers
(one per day, paid)

Master Speakers
(one per track, paid)

Presenters
(2-3 per session, hon paid)



Facilitates meeting communication
Audio
Visual display
Lighting (Gel, Gobos, Wash, Spotlight, LED, efc..
Specialty systems

Its services are confinuously evolving with
new technology: IPOD, WEBCAST, ETC..

Equipment available for use:
Microphones

Speaker Systems

Recording Equipment

Visual Equipment

Display Devices

Projection Screens

Video



Major enhancement fo an event.

Top-name entertainers can be used
to attract attendees, add prestige,
and provide an unforgettable
experience.

Key Facftors:
Budget

Preference of attendees/
Demographics

Objective of the event



Pre- Event
Meeting Manager

Registration and Housing
Manager

Sponsorship Manager
Marketing Manager

On-Site
Registration staff (1 per 200)

Volunteers (one staff per 20
attendees)









_l
7
L]
>
L]
O
<C
—
AN
©,
7
—
_l
L |
%
L |
—
o0




TABLE SETTING DECOR




FLORAL ARRANGEMENTS
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- GENERAL SESSION STAGING




ARDS BANQUET STAGING
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12 Things You Can Do

To Green Your Meetings

Use natural light where possible;

Lower heating/cooling systems and
lighting on move-in and move-out;

Use paint with low- or no-VOCs
(Volatile Organic Compounds);

Buy local and organic food,
and buy it in bulk;

Use recycled paper and print with soy inks;

Don’t print what you don’t need;

Reuse signs or use hiodegradable
paper-like products;

Do not use cut flowers or plants;

Do not supply water bottles and don't
pre-fill water glasses;

Use China service
instead of paper flatware;

Recycle and compost all waste;

Ensure that your event is carbon
neutral by purchasing carbon offsets



 ALWAYS REMEMBER:

YOU ARE EQUIPTED TO DO THE JOB

NO FEAR
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