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Comprehensive Generic Checklist for organising meetings and events
	To Do
	(

	Establish need for meeting:

Decide whether the need for the meeting/event is clear and whether it is necessary – you may need to challenge your way of thinking or even your boss!

· Could objectives be achieved more effectively through another process?

· Could the meeting be held by video link?

· Could the meeting just be a telephone call or conference call or Skype call?

· Is the meeting being held in the right time frame?

· Do you need more time to invite guests/delegates? 
	

	Establish the purpose of the meeting/event:
· What are your objectives for the meeting and what techniques should be used – eg brainstorming/brain dumping/blue sky/workshop/note taking etc?
· What are you trying to achieve?

· What decisions need to be made?

· What actions need to be taken?

· Ensure all attendees understand the purpose of the meeting to achieve an effective and efficient meeting
	

	Attendance:
· Should the attendees attend only part of the meeting
· Do the attendees really need to be there

· Do the attendees add value 

· Prune the list to avoid non-essential attendance

· Invitations to events should ideally be sent out at least 8 weeks prior to the event to avoid disappointment for attendance targets
	

	Budget:
· Define budget

· Check for hidden costs (eg break-out rooms, cloakroom staff)

· Establish if a budget is needed and if so, what the budget is and make sure you come within the budget.  Very carefully check the contract and only sign it when you are absolutely sure it is right – ask a colleague to check the contract for you as well to make sure you have not missed anything.   Book for the minimum numbers only – you can always increase the numbers if required (as long as you make sure you have a room big enough).  That way if you don’t get as many attendees as you hoped to get then you will not have to pay more than the minimum number the venue allow for that room booking
         
	

	Prepare an agenda:
· Make sure your boss (or you if it is your own meeting) sends the agenda out to all delegates before the meeting and to ask for any comments/additions to the agenda.  Make amendments to the agenda if necessary when feedback is received 

· Include only those items relevant to the purpose of the meeting

· Prioritise your agenda items and sort in order of importance (in case not all items are discussed due to unforeseen circumstances, interruptions and possibly bad time-keeping

· Group together related items

· Ideally you should indicate the time allowed for each item to make sure the agenda is completed by the end of the allotted time and it also makes everyone aware of the time-keeping which will help the meeting to run smoothly and effectively

· Make sure participants know what is expected of them and send out in plenty of time before the meeting any documents that the attendees may need to read/digest/action before the meeting   

· If you are organising a Committee meeting then you should also send out the minutes of the last meeting as a reminder (as well as the minutes should have been sent out shortly after the last meeting)
	

	Invitation/ documentation/advertising/promotional material for the meeting/event 

The invitation, agenda and relevant documentation should be circulated in plenty of time before the meeting/event  

The invitation:

· The invitation should ask for any dietary requirements if food is to be included in the meeting/event and should include the  location, start and finish times and any preparation to be done by the attendees eg reading of any material  
Documentation attached to the agenda:
· Collate documents and information relevant to the agenda items, if they are lengthy – they can be summarised.  Some documents may only be required by the Chairperson but some documents may need photocopying for distribution to the attendees.  Attendees can be asked to print the documentation off and bring them when they attend or they can be told copies will be provided for them at the meeting   
· Documents to be attached to the agenda for the meeting can be stored in a “cloud” for downloading and available for every authorised person to access .  This will cut down the time needed to copy and distribute.   It may also cut down the time needed for the meeting if the attendees review any documentation beforehand and act on any necessary points.  
Advertising/promotion:

· Consider if you need to send out any, flyers to advertise the event, press releases, booking forms, reply forms, invitation cards etc and whether you need to set up of freepost code or prepaid envelopes for replies 

· Consider whether you need any printing done for the advertising and/or handouts/delegate packs including DVDs for advertising, radio or TV commercials etc 

· Consider whether you need to produce a DVD of the event and book appropriate specialist company to do this
You can use simple word documents to help you organise your event/meetings, Gantt charts or sophisticated computer programmes
	

	Evaluation:

· Prepare an evaluation sheet to give to delegates at the end of the event/meeting if appropriate, to include evaluating the administration, the venue, the food, the location, the parking, the content of the event/speakers/entertainment etc in order to understand what you are getting right and make improvements going forward
	

	Liaison with attendees

· Once an invitation has been sent out then you need to collate replies and acceptances and acknowledge receipt stating more information/joining instructions will be sent out nearer the time
· It is important to send out say a week or two before the event - a ‘joining instruction’ e-mail/letter confirming that you are expecting them, the time, the location, include a map for their convenience, the best place to park etc  and this all acts as a reminder as well as being helpful to the attendees.   If for any reason they cannot now make it then they can let you know so you can make alternative arrangements eg. you may have a reserve list of people wanting to attend
· Always be prepared, for your own piece of mind and always be ready to accept that changes will happen the closer it gets to the event.  It is inevitable that a minority of people will drop out for reasons beyond anyone’s control.  It is better to accept this fact and take it in your stride and deal with it calmly and efficiently than to let yourself get agitated or upset.  It is just one aspect of organising events and meetings that will always happen and it is quite normal to have a few ‘no-shows’
	

	Travel:
· You may need to plan and organise travel arrangements such as the hiring of coaches, or limousines and book taxis, train tickets, flights to facilitate travel to and from the venue and possible during the event  
· You may need to liaise with a travel agents or with your in-house company travel department
	

	Venues:

· Keep a file of venues you have used and have been pleased with in the past.   Also keep a file of recommended suppliers and suppliers you have previously used who have given a good service.   If you are using entertainment or speakers it is always best to see them entertain/speak for yourself or take a referral from an extremely reliable source who you can trust 100%.   Remember it is your reputation that is on the line if the venue, entertainment, food, training does not reach expectations.   Attend exhibitions and conferences that showcase suppliers and get first-hand knowledge whenever possible.   If you attend someone else’s event and you are impressed with any part of it ask the organiser for the appropriate details and keep this on file for future reference    


· When choosing a venue it is always best to have natural light coming into the room – especially if this is for training activities and especially if you are spending a day or more in that room.  Check to see if you can control the lighting within your room especially if you are using videos and whether there are blinds/curtains that can be opened/closed if the sunlight streaming into a room may bother people or obscure people’s vision. Check to see if windows can be opened for fresh air or what their air conditioning is like and whether you have the facility to control this yourself for each individual room  
     

· Choose and book a suitable meeting room, venue and location.  You can use referrals, search yourself on the internet or use a venue finding agency whose services are free to you as the hotel pays them their commission.  Always visit the venue yourself before you book   
· Depending on the type of event/meeting you are holding.  For the location consider where people are travelling from and car parking availability.   Book any break out room(s) required. Establish if you would need a registration desk and where it could be situated. Consider the impression you want to give when book a venue.  Do you require a day delegate rate, half day delegate rate, 24 hour delegate rate?  Check for any extra costs that may be charged eg equipment or break out rooms, water for the delegate tables, hire of cloakroom staff/bar staff etc   

· When choosing a venue consider whether leisure activities will be required like a spa/gym/golf course etc 

Types of Venues to choose from:

· Own company offices

· Client’s offices

· Hotels

· Country house estates

· Convention and Exhibition Centre

· Important attraction

· Tourist attraction

· Museums

· Theatres

· University lecture theatres

· If the location is an outside venue, negotiate the package and discuss all requirements and expectations including appropriate room size for the number of attendees
· If you are having a corporate event such as disseminating information to clients then please find out who else is using the hotel the same day and for what reason to avoid any embarrassing clashes  

· Decide what the room layout should be depending on the event and numbers attending eg, theatre style, cabaret round tables with cloths on, boardroom style, cabaret half moon style, open square, U shape seating or class room style is a top table required.   If it is a one to one meeting for an appraisal or interview the room should be set out so that the two chairs are not separated by a table and are at 45 degree angles to each other.  This takes away any psychological barriers and encourages a successful meeting

· You may need to book/organise a rehearsal time and set up time for the venue and the people involved.  You may need to book the venue out the morning, afternoon or evening before an event
· Will staging be needed and does the venue have the staging or does it need to be bought in

· Consider whether overnight accommodation is required for speakers/delegates
	

	Equipment:
· Book any equipment and or event company for audio visual equipment, screens, DVD players, digital projectors, simultaneous translation equipment, microphones, plasma screens.  Remember to order a small table to put a laptop and digital projector on if you are taking your own.  It is possible tables and chairs may need to be hired in.  Also check if extension leads are needed and make sure they are taped down to the floor for health and safety.  When booking the venue consider the space needed for any equipment
· Consider whether your meeting/event will require the use of the venue’s business centre for fax and photocopier etc  

· Consider if you need broadband access for laptops
· Organise a conference telephone plus conference dial-in-numbers if people are joining the meeting by telephone
· Consider whether you will need to use a message board during the event for messages to be put on there for the delegates to come and check during breaks and lunch time

· You may require the room to be dressed and themed – this may be something the venue can sort for you or if you have an event management team they can do it.   Alternatively you may just want to organise flower centre pieces for each table or candles on mirrors in the centre of the table for a more cost effective way to dress the room.   Ask the venue for their suggestions and what the can supply within the cost.  Some venues may have their own chair covers and ribbons for the chairs which can transform a room otherwise these have to be hired in
· Check that the meeting room is equipped with flipchart and pens, sticky note pads, highlighters, scissors, sellotape, sticky tac, red pens, whiteboard pens and wiper, note pads, extra pens, pencils, pencil sharpeners and erasers

	

	Speakers/Entertainment:

· Make sure you have the correct insurance covered when using entertainment eg bands with electronic equipment


· If entertainment or a speaker is required look for recommendations and referrals from people you know and trust or go and see them yourself in action in order to ensure a successful event and the satisfaction of all attendees.  Send out a briefing note to them before the event so they know what is required of them


· Consider obtaining the speaker’s presentation before the event so that you can make sure it works on your equipment and is loaded and ready to go for the arrival  

· If you are the speaker arrive early and make sure you become familiar with the where you will be speaking.  Test out the microphone, set the stage are speaking area as you want it and certainly try not to use a lectern as it is a barrier between you and the audience.   If you are using equipment eg digital projector, DVD equipment etc – make sure you try them all before the event starts
· If necessary, do not forget to provide and organise a programme for the persons accompanying the participants if spouses/partners are invited to some or all of the event
	

	Security and health and safety:
· You may need to consider organising special security arrangements.  For example: I once had a power boat and a racing car stood at the entrance to the venue which were part of the charity auction prizes.  I had to organise a security guard to be there all night to make sure they were safe

· Be aware of any planned fire drills and whether you will need to vacate the building and be familiar with the fire exit route.  If possible arrange meetings for a time when you know a practice fire drill will not take place. 

· Make sure any wires are taped down to the floor 
	

	Reception:

· Ensure that reception know who is expected
· If you are having identity badges for delegates or need people to register on arrival, make sure you have organised a registration/reception desk and decide exactly where the table should be located in the venue.  It should be located as close as possible to the room being used so you can capture all arrivals  

· If you are to be on the reception desk make sure you know where the ladies and gents toilets are and nearest fire exits so that you are able to direct people as soon as you are asked.  Also make sure you know where the fire exits are and inform the facilitator of the event to announce where toilets and fire exits are and found out whether a fire alarm test is to run the day you have your meeting so guests can be informed

· Make sure a cloakroom is available and manned if necessary (even in summer as they may not have winter coats but they may have luggage and briefcases they wish to store whilst in the meeting) 
	

	Signage:

· Make sure there is clear signage for your meetings so attendees can easily find their way to the room and that all logos, notice boards, banners are taken into consideration.  If necessary you may want to place people in the foyer of a hotel or venue to direct people (if the staff of the venue are not available for this). Signage should be included from the car park if there are multi-car parks and also state this in your confirmation later.  Signs are also excellent opportunities to market your business!
	


Does the venue have their own caterers or do you have to bring caterers in.  If it is a formal dinner for a large group then I strongly suggest that you ask for ‘taster’ session of the food so that you can make an informed choice.  Chefs expect you to do this and they often come to meet you themselves to discuss after you have tasted their food!   Ascertain any dietary requirements and send these in written format to the venue to confirm your requirements. Always ensure the dietary requirements are understood by the venue as there are many intolerances/allergies to food as well as religious requirements.  You may have to order kosher food from an outside company including plates and cutlery.   You can either locate all special dietary requirements to one or two tables so the catering staff can easily identify them or you can make a detailed table plan letting the catering staff know exactly where they are located

	· 
	

	Contracts and cancellations:
· Avoid signing any contract with the venue until you really have to in case things change.  When you have to put your signature on the dotted line then please make sure you have permission and authority to do so from your boss.  Also make sure that you have read and re-read the contract for correct details, numbers, timings etc

· make sure you understand and agree with the minimum number of delegates’ requirement because it means even if you do not have as many delegates as your minimum number then you still have to pay for them
· Check cancellation fees and timings and when the latest time and date is that you can give your final changes to the meeting.  Please note in the UK that you should not pay VAT on cancellation charges as you will not have received any service. 

· Arrange for a deposit to be paid if required
	

	Events team:

· If required, choose and book an events management company or enlist the help of colleagues.  Make sure they have the right skills that you need to make up a team of people who complement each other and have full details, briefed and kept up-to -date at all times.  Think about the skills and technical ability they can bring to the team eg social skills for registration desk, IT skills for equipment etc.  Make them aware of the objectives of the event/meeting and brief them before the event meeting several times before the event 

· Create and circulate an events schedule for all those involved in helping you put the event together and resend when changes are made
	

	Training and skills:

· Make sure your team have the right skills and knowledge and if they don’t then organise some training, for example:

· Negotiation skills:  

Learn to negotiate a good price with the venue, entertainment, speakers, transport  

· Organisations skills

· IT systems 


· You may need training in project management skills or running effective meetings and events
	

	“Walk-through”

· Do a mental ‘walk through’ of the envisaged event from beginning to end – imagine you are the client and ‘walk through’ the event step by step in your mind – visualise it and you will realise things that you need in order to give the best experience possible.  This should be done at the planning stage at the beginning, two weeks prior to the event and at the event itself just before everyone arrives
· Send a final reminder to facilities, audio visual, reception, catering, external venues, external guests including speakers if appropriate and anyone who may be involved in the setting up and smooth running of the meeting in order that everyone knows what is required of them

	


Remember:  Problems may occur when organising events but it is how you deal with those problems that make you an exceptional Assistant/event manager.  Being in control is 10% of what happens to you, and 90% of how you respond to it!
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