On-Site Meeting Management Tips

(7/6/04)

Before the Meeting

· Review speaker bios (if introducing speakers) and create announcements (if applicable).

· Take a master set of all handouts to be used for preparing additional copies on-site if necessary.

· Bring copies of all contracts / event orders and a list of all vendors, i.e. audio visual manager, catering manager, bus company, speakers, etc.

· Provide office staff with a phone number where you can be reached and/or a phone number where messages may be left for meeting attendees.
· Make sure that all boxes of meeting materials that were sent have arrived.
On-site at the Meeting

· Arrive at the meeting location at least one day prior to the meeting to unpack boxes / materials, get organized and acclimated to the surroundings.

· Review meeting schedule and details and walk through meeting space, checking for possible changes.  Note locations of restrooms, public telephones, elevators, restaurants, coat check, etc. 

· Check the meeting facility’s posted schedule of events and review accuracy of ICPA’s meeting times and locations.  Also note the other groups in-house and their schedule and check for possible conflicts.

· Introduce yourself to vendors before the conference starts so that you are familiar with their faces and names and have an established relationship with them.  Verify catering guarantee.

· Review building security and emergency procedures.

Morning of the Conference

· On the day of the meeting, arrive at least one hour in advance of registration start time to review:  

· Registration set up.  Make sure phone line works with the phone number provided to office.  Set up laptop, printer, badge stock for preparation of on-site registrations.

· Room set up.  Make sure room was set with appropriate aisle spaces for easy access to chairs.  Place evaluation collection bins with extra evaluations in meeting room.  Place speaker bios and announcements at lectern.  Place ICPA or region lectern sign on lectern if available.

· A/V equipment set-up.  Make sure lights do not project on screen; determine how to dim lights; check the sound level on microphones;

· Catering set-up.

· Set the room temperature at an appropriate level depending on group size and room set up.

· Place directional signs.

· Notify the event / a/v / catering manager(s) immediately of any changes to your plans or requirements.

· Food and beverage should be reviewed with the catering manager and it should be stated that you should be notified if something is running low (before it runs out!) in order to determine whether or not more food / beverage will be ordered.  Advise caterer to provide actual number of covers served for breakfasts and luncheons.

· Registration should be set 30 minutes prior to the published registration start time.  Badges should be in alphabetical order by company name, then by attendee last name. On-site programs / agendas / evaluations should be placed on the registration table, as well as any ICPA promotional materials. 

· Meet with speakers and/or moderators to answer any last minute questions/concerns, assist with a/v set-up, lighting, etc.

During the Meeting

· Monitor sounds levels of each speaker and adjust sound accordingly.
· Monitor speakers to ensure that they are staying within time restraints.
· Monitor timing of breakfast / lunch to ensure that meeting starts on time and that attendees move on to the next event on time.
· Monitor food and beverage levels.
· Monitor temperature, lighting, and sound, adjust accordingly.
After the Meeting

· Collect evaluation forms, pack registration and other unused meeting materials for return to office.
· If shipping boxes, place return labels on them and put them in the pick-up area.
· Say “good-bye” and “thank you” to catering/event manager.
