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MEETING PLANNING GUIDE CMEETING PLANNING GUIDE CMEETING PLANNING GUIDE CMEETING PLANNING GUIDE CHECK LISTHECK LISTHECK LISTHECK LIST_____________    
 

This guide is prepared to help you plan a successful meeting.  We hope it will be a 
considerable aid in organizing your time and resources. 
 
The Greeley Convention and Visitors Bureau will assist with: 
 
FACILITY SELECTION   
LOCAL ENTERTAINMENT 
LITERATURE, BROCHURES & MAPS 
PRESS & PUBLIC RELATIONS 
RESTAURANTS 

WELCOME PACKETS 
SPEAKERS 
SPECIAL EVENTS 
SUGGESTED TOURS/ACTIVITIES FOR FREE TIME, 
SPOUSES & GUESTS

 

1. DATES  

 

Date of Meeting __________________________ 
Date majority of group arriving 
__________________________________ 
Date majority of group departing 
________________________________________ 
Date uncommitted guest rooms are to be released  
________________________________________ 
Provide hotel meeting schedule 
________________________________________  
     
2. ATTENDANCE      
  
Total number of meeting registrants expected  
_______________________________________ 

 
3. SITE SELECTION 

  Adequate room accommodations 
  Adequate banquet facilities 
  Estimated Costs_______________________ 
  Adequate meeting rooms #________________ 
  Social/Recreational facilities______________ 

_________________________________________ 
  Local attractions 

   
 
 

 

3. SITE SELECTION (Cont.) 

 

  Accessibility 
  Transportation 

    Parking availability & capacity 
    Open Dates____________________________ 
  

   Number of needed sleeping rooms __________ 
   Geographic area / Weather 
   Supplies & A/V conflicts 
   Other meeting conflicts 

 

4.  ACCOMMODATIONS 

  Approximate number of guest rooms needed:     
      ___Singles          ___Doubles           ___Suites 

  Room Rates___________ (placeholder)  
  Confirmation from motel, date, rooms, rates 
  Prepare and provide motel with room list  

       
COMPLIMENTARY ACCOMMODATIONS 

  

 
  Number of hospitality suites needed____  
  Room rates_________    
  Bars, snacks, service times   
  Dates________________    
  Name of contacts for suites, address, phone 
  Check rooms, gratuities 
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5.  GUESTS      
  

  Have local dignitaries been invited  
  Provided tickets     
  Transportation for speakers   
  If expected to speak, even briefly, have they    

      been forewarned 
  Arrangements made to welcome them upon arrival

       
    
 
6. EQUIPMENT, FACILITIES, SPECIAL 

SERVICES 

 

  Special notes to be placed in guest boxes 
  Signs for registration desk, hospitality rooms,  

     direction, welcome, program, etc.   
  Lighting-spots, floods, operators   
  Staging      
  Blackboards, charts stands, easels, and pointers 
  Closed circuit TV  
  Piano, Organ 

  List of available equipment and prices 

  Other equipment or service, Video/Satellite/Tele 
Conferencing 

  Lighted lectern, gavel, block 
  Recording equipment operating 
  Microphones: number, type as ordered  #____ 
  Projection equipment, blackout switch, operator 
  Phonograph - CD's - Tapes 
  Flowers, plants 
  Dressing rooms for entertainers 

  Parking facilities 
  Decoration - check fire regulations 
  Telephone number 
  Notify management of any advance arrival of 
  Equipment, displays, date, etc. 
  Radio & Cable broadcasting 
  Live and engineering charges for radio, TV (if any) 

 

7.  MEETINGS 

 

  Floor plans furnished 

  Correct date and time for each session 
  Headquarters room 
  Seating number, arrangement for each session  

     and speaker's table 
  Other special requirements, equipment 
  Staging required 
  Rooms required #________ 
  Room capacity 

  Rates, gratuity, sales tax 
  Coffee breaks #________ 
  Electrical outlets 
  Soundproof 
  Rack for coats / hats (Immediately prior to  

      meeting, check) 
  Meeting room open and staffed 
  Seating style as ordered 
  Enough seats for all conferees, location of  

     additional seats if needed 
  Cooling, heating systems operating 
  P.A. system operating 
  Recording equipment, operator 
  Lectern in place, light operating 
  Water pitcher, water, glasses 
  Projector, screen, stand, projectionist on hand 
  Pencils, note pads 
  Signs, flags, banners - placement 
  Fire hazards in ashtrays, etc.   
  Equipment turned off    
  Slides, movies, etc., claimed   
  Banners, signs, etc., removed   

 

8. EXHIBITS  

      
  Number of exhibits_________      
  Floor plans for each exhibit furnished  
  Date of setup and dismantling  ______ 
  Room assignments and daily rentals  
  Name of display company    
  Directional signs     
  Labor charges: electrician, carpenter services 
  Electrical, power, steam, gas, water, waste  

      line   
  Electrical charges 
  Partitions, backdrops  
  Storage of shipping cases    

  Guard service     
  Hours of operation________________  
  Resource Table 

      
9. REGISTRATION      

 
  Time and days required ________  
  Registration cards, badges, number needed 

 
9. REGISTRATION (Cont.) 

  Table for filling out forms, number, size,               
      location    

  Typewriters, computers, number, type  
  Personnel      
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 Notepaper, pens, pencils, sundries   
  Telephones_____   

Cash drawers, number, size_____   
  File boxes, number, size_____   
  Needed additional housing (if required)  
  Lighting      
  Meeting info package    

  Message center (Immediately prior to  
     opening, check)   

  Personnel, their knowledge of procedure  
  Policy on accepting checks, refunds  
  Information desired on badges   
  Ticket prices, policies    
  Handling of guests, dignitaries   
  Programs and other materials in place  
  Hospitality desk 

  Mimeograph registration lists 

  Location of tables 
  Lighting of tables 
  Wastebaskets 
  Pens, pencils (If delegates fill out own  

      registration cards) 
  Set up tables away from desk 
  Cards, pencils in place 
  Instructions conveniently posted 
  Render policy decisions 
  Check out funds at closing time 
  Accommodate members registering after desk  

      has closed 
  Relieve registration personnel for meals 

 

10. COCKTAIL PARTY / RECEPTION 

 

  Total attendance_____ 
  Room layout 
  Registration desk 
  Nametags 
  Tickets 
  Starting time 
  Chairs, number needed 
  Number of bars___ & Bartenders____ 
  Brands of liquor 
  Signs 
  Cash/ Hosted bar 
  Sponsored bar 
  Canapés / hors d'oeuvres 
  Number of hors d'oeuvres tables 

  Entertainment 
  Decorations / posters 
  Flowers 
  Greeters 

 

11.  MEALS AND BANQUETS 

 
  Location______________________ 
  Seating arrangement 
  Tables to set 
  Table numbers 
  Registration table 
  Ticket collection 
  Serving time 
  Time to start program______   
  Lectern   
  Microphones_______   
  Projectors  
  Menu     
  Screens 
  Stage platform 
  Lighting 
  Flags, banners 
  Liquor service 
  Photographer 
  Music  
  Entertainment 
  Dance floor 
  Cost 
  Tips and taxes 
  FINAL guarantee date___________ 
  FINAL menu chosen 

 

12.  MISCELLENEOUS  

  
  Entertainment  
  Has an interesting entertainment program been planned?  

      for:     Men     Women      Children 
      (For reception, banquet, and special events) 

  Music for:       Reception             Recorded or live 
     Banquet                 Special events 

  Entertainment and orchestra rehearsal for show 
  Variety of entertainment program 
  Baby sitters  
  Arrange sightseeing trips 
  Car rentals 

 
13.  PUBLICITY 

 
  Has an effective publicity committee been set up? 
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  Press room, computers and telephones, arrangements 
  Personally called on city editors and director 
  Prepared an attendance-building publicity program 
  Made arrangements for photographs for organization  

     and for publicity copies of speeches in advance 
  Notification to the office of the Director of sales 
  On-site press coverage  
  Fact sheets 
  Press luncheon 
  Press reception 
  Media lists: radio, TV, newspaper 

 

14. PUBLICITY TIME-LINE 

Announce site of conference when determined  
association newsletter and local media of conference 

  1 Month in advance (announcement) 
  Release names of principal speakers when known 
  Release general story two days before 
  Story / day of activities 
  Recorded or live entertainment 
  Close - wrap-up conference 

 


