oo s et
CHECKLIST

Before the Show

How to run an effective pre-conference meeting

BY DANA LYNN BERNSTEIN

etails, details. Each meeting
Dhas loads of them. Overlook
one, and it might start a
chain reaction. The best way to make
sure the hotel has received all of the
information and made the changes
you have requested during the plan-
ning stages is to have a pre-confer-
ence meeting (pre-con) with the key
hotel people involved with your
conference. This should happen a
day or two before your meeting
(depending on its size).
The pre-con is not the time to
make arrangements (unless they are
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last-minute). It is a confirmation
meeting to make sure that every one
Is “on the same page.” It is also the
time for you and your staff to meet
the people you did not meet at your
original site inspection.

Do a walk-through first. Ask to see
the meeting space once more so that
the room layout is fresh in your and
your staff’s minds. If you did not
have the opportunity for an earlier
site inspection, this is the ideal time
(before you sit with the hotel staff).

In the interest of time, have a “peel
off” pre-con. This means that as each

hotel person’s responsibilities are
confirmed, he can leave the pre-con
meeting and get back to his job.

Below is a general pre-conference
list. Tailor it to the individual meet-
ing you are organizing,

¢/ Sleeping Rooms/ Billing

W Ask for the reservation department’s
rooming list to confirm that everyone
on your rooming list has a reservation.
% Confirm your list with the attendee’s
approximate arrival and departure
times. Make sure the hotel has extra
staff at the front desk if needed.

& Review and confirm early check-ins,
late check-outs, special requests, and
anything that was negotiated (VIP
upgrades at the single-room rate, etc.).
B Reiterate who the VIPs are and
what special needs they have.

®If you are pre-registering your guests,
make sure they are blocked in clean
rooms. (The hotel will sometimes block
the guest into a dirty room just to make
sure there is one available. Unless the

© More function space than any other neighbor island resort - 150,000 sq. f1.

° More guest rooms than any other neighbor island resort - 1241,

© More fun - golf; tennis, watersports, Spa and a children’s activities program.
* More resort for your money - Hilton Waikoloa Vi, lage 808-885-2883.

hitp://www.onramp.net/hilton/hotel/koahwhb. biml

OR CALL HILTON DIRECT AT 1 -800-321-3232 HILTON RESORTS HAWAII:



front desk puts a “rush” in with house-
keeping, the room may not be cleaned
in time for your attendee’s arrival.)

B Early check-ins and late check-outs
can be accommodated depending on
the hotel occupancy the night before
(for early check-in) and the night of
(for late check-out) the meeting. Find
out how full the hotel is on those dates.
B Ask for the sleeping room num-
bers for your handicapped atten-
dees. If there is an emergency, you
(or the hotel staff) can help them exit
the building. It's a good policy to
have all of your attendees’ room
numbers at hand (usually the hotel
will comply with this request).

W Ask for a full manifest at the conclu-
sion of the meeting, to review all of
the master bill charges.

¥ Review your billing procedures
(what is chargeable to the master bill).

&/ Meeting Rooms

BGive the hotel staff the event’s agenda.
@ Review the meeting room setup

(bring diagrams), ask if the rooms can
be set earlier if they are available, and
confirm the number they are set for.
The standard for comfortable class-
room seating is two people per six-
foot table or three people per eight-
foot table (if you have the space).
Hotels usually set three people per six-
foot table and four people per eight-
foot table, if not otherwise instructed.
W Have the hotel staff call you when
the function rooms are being set up,
80 you can make sure the room is set
the way you instructed.

i Confirm any staging or other spe-
cial setups that are required by your
meeting’s speaker, presenters, or
entertainment.

& Go over the hotel’s postings for all
of your function space. Make sure
you review the reader boards after
your function is posted.

B If you have ordered registration
phones, confirm that they have out-
side line capabilities (and review the
access charges).

-

* More function space than any other Waikiki resort - 100,000 sq. f1.

© More flexibility - 2,545 rooms and dual conference centers.
° More fun - the best beach in Waikiki and a children’s activities program.
° More resort for your money - Hilton Hawaiian Village 808-947-7843.

http./fwww.onramp.net/bilton/botel/bnlbvbb. himl
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¥ Confirm what time the phones are
going to be set up, and what the tele-
phone numbers will be for each phone.
B Ask to have keys to rooms that
you will be accessing all day (and
that need to be locked up). Usually
no charges are assigned for this.

® Know where any extra supplies
are kept (chairs, pads, pens).

B If you ordered coat racks, are there
enough hangers available? Make
sure the hotel posts a sign indicating
that you are not responsible for any
lost or stolen items.

W Ask what other meetings are being
held near yours. This will help with
any potential traffic flow problems
or competing sound systems.

® Are any competitors holding
meetings in the hotel at the same
time as your meeting?

= What are the hours of the hotel’s
business center? Who else can
accommodate your needs after the
business center is closed (is there a
Kinko's nearby)?
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Want to make sure your next

AS THey Pray

| meeting’s a success¢ Then make sure

it's at Harveys. We have 16,000 square

feet of meeting space and a dedicated
conference staff. We're a 4-star = and 4-diamond
@ o hotel with 740 mountain or

lake view rooms, eight great restaurants,

Tahoe’s largest casino, and an exciting variet
g ' y

outdoors your group is looking for, we have
Lake Tahoe, championship golf courses,
; tennis, miles of hiking and biking trails,
and some of the world’s best skiing.

Find out more about making your next meeting the
perfect mix of business and pleasure. Call 1-800-553-1022.
HARVEYS
THE PERFECT MEETING ENVIRONMENT

Circle #85 on Free Information Card
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H Pads, pens, and candy should be
in place at no charge. Ask when
they will be set out.

B Confirm where the water stations
will go. One pitcher of water per
table, at the registration desk, and at
the head table are standard.

B Make sure the room temperature
is comfortable (70 degrees is a good
starting point).

® Confirm whom you should call to
raise or lower the heat, and how
long it will take before the room gets
warmer or colder.

B Confirm where signs can be
placed. Ask where the key locations
in the hotel are for the signs.

B Where will the easels for the signs be?
Make sure there is no charge for them.
B Ask for a small light at the regis-
tration table and tech table if the
lighting is not good.

WAsk for any available plants to be
put in your function rooms.

¢ Food and Beverage

® Go over the banquet event orders
and any changes that were made.

W Make sure all special meal
requests were taken care of (kosher,
vegetarian, etc.).

@ What other meetings are in the
hotel and what food are they serv-
ing? (This is in case you have more
people than expected; you can see
what other food the hotel has
ordered).

B Does the kitchen staff know to be
quiet if the kitchen is nearby?

B Confirm the percentage that the
hotel sets over the guarantee (the
standard is 5 percent).

® Confirm the times to pre-set/serve
the meals. Our group likes to have
the salads pre-set (especially if time
is an issue).

¥ Find out if you can meet with the
other meetings’ planners. If so, you
may be able to use any flower arrange-
ments they have (or vice versa).

W Confirm the setup for each room
(are buffets dual sided?).

B Is there a hotel standard for how
much alcohol they pour? Do they
use the Posi Pour (a standardized
electrical instrument for measuring
liquid)?

® The standard for bars is one bar-
tender per 100 people. Confirm how
the charges should be assessed (per
person or per drink).

SSFUL
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WAsk to number bottles so you can
keep track of how many bottles were
used, if you're paying by the bottle.
BWhat size bottle (how many
milliliters) will the hotel use?

l/Stafﬁng

B Is bell staff sufficient for check-in
and check-out?

B If you hired registration staff, confirm
their names, arrival time, payment, etc.
M Is the sales manager going to be
there for the duration of the meeti ng?
Who is the catering sales manager?

® Who should be called in case of
emergency?

W Make sure the hotel operators
know your registration phone num-
bers. They will also need to be
advised where you will be so you
can be easily contacted.

® What are the names of the hotel
staff who will be available during
the meeting?

B Get a list of all the people who are
working your meeting so that you can
disburse tips at the end of the event.

B Who are the front desk managers
and when do their shifts change?
Introduce yourself to them if they
are not at the pre-con meeting.

¢ Audiovisual

® Go over the audiovisual list with
your contact. Has everything you
will need been ordered?

® Who are the AV technicians work-
ing on your meeting (make sure the
same ones who set up your equip-
ment are the ones who will be run-
ning it during the show).

& Do you have all of the backup
equipment you requested (make sure
you confirm the charge—sometimes
it is at no charge, sometimes you will
be charged 50 percent of the full cost).
¥ What time is the audiovisual going
to be set up and tested? What about
testing the lighting and sound?

W Are you using the house Muzak?
What type of music is available?

B Are you master-controlling the
room lighting? Confirm from where.
® All batteries /bulbs should be new:.

 Gereat Meeting Facilities, Great Rates,

- Expert Help And All The Distractions
You Could Possibly Wast.

d=

Special $99

Per Room, Per Night.

“Bettes stbfect to avaifubility Must becoke Definre /30796 Offer avatletio il | 130790
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Book at least 20 rooms and receive our
special rate, up to five complimentary VIP
amenities, a complimentary one hour
cocktail reception, a 10% discount on
valet parking and complimentary use of
our Health Club.

Believe it or not, some
work does get done in
Key West. In fact, our
staff will fulfill all your
meeting needs. The
Gasa Marina Resort has over 11,000 sq. ft. of flexible

meeting space. Smaller
meetings are perfectly
suited to The Reach.
When the work is done,
a tropical paradise and

the Key’s only natural beach awaits. No wonder we
never have a problem with our meetings running long,

For more information call 305-293-6217.

MARRIOTTS

KewWest Resorts

THE REACH & CAGA MARINA
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B If using slides:

® Be prepared for humidity spots,
which happen when you change
climate, and which can be cured by
placing a shower cap over the slide
tray so the slides can warm up, and
keystoning (the image has slanted
sides and does not fill the screen;
you can prevent this by using
keystoning-correcting lenses).

® Change the slide projector’s bulb
at break. Another option is to use a
“show saver” (which is a piece of
equipment in the projector that
automatically changes the light
bulb if the first one burns out).

® Explain how the program works
(when do title slides come up, who
forwards the slides, etc.). Give the
AV manager a hard copy of the
meeting content, so he/she can fol-
low along with the program).

® If using other types of audiovisual
support, make sure you know how

all equipment works, know who on
the property’s staff can help with
emergencies, and have a backup
plan if audiovisual doesn’t work.

¢ Audiovisual ltems to Check
fter Room Setup

B Can the attendees see the screen
from all angles of the room?

B Is the lectern sign secure?

B White tape the edge of the stairs
and stage for visibility.

B Are the tent cards in the right
order on the dais table?

B Is the microphone set up closest to
the screen?

® Do you have a speaker timer?
Who will run it?

W Are the wires taped down so peo-
ple do not trip?

W Tape ballroom doors if there is
noise when the doors close.

® Tape the agenda onto the lectern so
the speaker has the schedule at hand.
B When using slides, tape over the focus
and reverse keys on the remote (so the

When you hold a meeting at
the Radisson Suite Beach Resort
strange things happen. Stuffed
shirts go barefoot.
Conversations
flow like the tide.

Things get done.

Marco Island
on the quiet
southwest coast
of Florida provides the setting

and we provide the deluxe

hotel rooms and oversized

isson Suite h Resort * Marco Island

I- and 2-bedroom suites, the
3 miles of beach, the easy access
to Everglades National Park,
and the 10,000
square feet of
= --e!- conference facil-
L ities. Perfect for
f’ groups as small
3 as 10 or as grand

as 500.
For more information or
to book your group, call

1-800-992-0651, ext. 202.

& A South Seas Resort o Florida

82 Circle #383 on Free Information Card

speaker does not hit the wrong button).
B Ringer on the ballroom phone
should be turned off.

4 Billing

B Ask if you may check the master
account each day (and find out with
whom). This way you can keep track
of what is spent.

B Meet with the accounting person
in charge of reconciling your meet-
ing. It is a good idea to send
him/her a letter detailing and limit-
ing what charges your group is
responsible for.

8 Are limousine charges to be billed
to the master account?

B Confirm your complimentary
room package (1 per 50 is standard).
Also confirm who gets the compli-
mentary room(s).

&/Miscelluneous

® Can the hotel supply you with a
walkie-talkie?

® Go over any valet/self-parking
information. If you have pre-
arranged ground transportation
with a sedan company, let the
concierge and front desk know.

¥ Be sure the parking attendants
know you are on site and that there
may be a crowd of people before and
after your meeting.

B Confirm who pays parking costs
(confirm any negotiated discounts).

B Find out when Federal Express
arrives for last pickup and first drop off.
B As for the tipping issue, planners
tend to differ on when the appropri-
ate time is. A good policy is to ascer-
tain at the pre-con how the tip will be
split up among all parties, and to tip
after the job is completed. If you tip
beforehand or even mention how
much will be tipped, the service may
not be optimal.

As the hotel is pulling these compo-
nents together, you should go
through each room to make sure that
your requests have been met. Make
yourself visible to the staff as much
as possible. Sometimes the people
who are actually setting up your
rooms will have questions that their
supervisor did not ask, |
Dana Lynn Bernstein, CMP, plans domestic
and international meetings for MPE com-
munications, a medical projects company, in
Fair Lawn, New Jersey. To reach her, call
(201) 796-6500, ext 239.
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