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THE ART OF MEETING 
MANAGEMENT 

ÅProducing a great event is like producing a 
great product.  You donôt just start 
building it ïyou start with an idea, a 
design, a plan and a great deal of 
thought.  

ÅThe ultimate success is when your 
participants leave the meeting with your 
objectives in mind.



THE FUNDAMENTALS

ÅIdentifying Goals and Objectives   

ÅDeveloping Timelines and Budgets

ÅEstablishing a Meeting Design

ÅWriting Specifications for the Venue

ÅEstablishing Registration  Procedures

ÅSelecting and Working with Speakers

ÅManaging On-Site                

ÅEvaluation                        



ñPeople with goals succeed 
because

they know where they are 
going.ò

http://tinyurl.com/5uuzad


THE FUNDAMENTALS (contôd)

a. Facility

Å Site Selection and 
Logistics

b. Program

c. Marketing

d. Finance

e. Registration

f. Special Events

g. Gifts & Favors

h. Local Arrangements

i. Vendors

j. On-Site Staff/ Audio 
Visual Equipment
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http://images.google.com/imgres?imgurl=http://www.stannesjcr.org/jcr/images/committee.gif&imgrefurl=http://www.stannesjcr.org/modules.php%3Fname%3DContent%26pa%3Dshowpage%26pid%3D16&h=300&w=283&sz=53&hl=en&start=22&tbnid=i6utq1jNCmR3qM:&tbnh=116&tbnw=109&prev=/images%3Fq%3Dcommittee%26start%3D20%26ndsp%3D20%26svnum%3D10%26hl%3Den%26lr%3D%26sa%3DN


Site Selection Process

a. Send out the RFP

b. Get Dates and Rates

c. Eliminate and select

d. Go for a contract
Å Can hold space until someone else asks for 

it
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Site Inspection

ÅTake 3 people maximum

ÅTake your camera



Negotiations & Contracts

ÅDefinition & Preparation

ÅTactics

ÅKnowledge

ÅHotel Cost and Profit Centers

ÅNegotiations

ÅContract Items



Local Arrangements

a. Determine tours and trips

b. Set Fees

c. Determine Registration  
Arrangements for tours

d. Do you need a DMC?






















