work was erected on the stage and cov-
ered in greenery. Basically, we brought
the outdoors indoors.

In the end, what could have been a
disaster turned out to be a blessing in
disguise. In spite of the challenges we
were able to accomplish all of our client's
objectives, and in the process we were
able to test the boundaries of our team’s
creativity and our ability to perform under
pressure.

Andrea Michasels is president of Extraordinary
Events, an award-winning event management
and production firm that produces events in the
U.S. and internationally. Based in Sherman
Qaks, CA, Extraordinary Events has offices in
Orlando, Las Vegas, New York, San Francisco,
and Mexico, and is now expanding to Germany
and Japan. She can be reached at (818) 783-
6112 or by

ardinaryevents.net.

e-mail  amichaels@extra
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Position Your Meeting
for the Future

By Dana Lynn Hornstein, CMP

Partnering with suppliers and obtain-
ing buy-in from your attendees takes
trust, and the best place to establish trust
is at your prior meeting. That's why one of
a planner’s goals should be to maintain
long-term relationships with all the stake-
holders of a meeting. Here are some tips
for creating a strategy that furthers your
relationships with attendees, hotels,
DMCs, and other suppliers.

; 1 | Don't try to squeeze every last
—___| concession out of the property.
Always try to be fair and flexible. Draining

the lifeblood out of the hotel will benefit
the current meeting you are planning, but
it will make your meeting look undesirable
for any future dates. As with any industry,
the old saying, “It's a small world” holds
true. Remember to be fair, ethical, and
forthright in all of your negotiations. If you
don't get everything you want in this
negotiation, in all likelihood you will in the
next one.

| 1 Include other vendors in the
| 2' post-conference meeting. Many
planners confine their post-conferences

YOUR BOSS WILL SLAP YOU.

IT DOESN'T HURT TO MAKE A GOOD IMPRESSION ON YOUR BOSS. That’s why we give meeting planners all the unfair advantages they can
handle. Advantages like 160,000 square feet of meeting space, including 3 ballrooms, 2 exhibit halls, 56 meeting rooms and 42 hospitality suites.
We're closer to the Dallas Convention Center than any other hotel, have high-speed wireless Internet access, and have the longest running
AAA Four Diamond distinction in Dallas. Shops, restaurants, museums and sports venues are right around the corner. And our $15 million

guest room renovation is now complete. Maybe all these unfair advantages have made choosing Hyatt a little too easy.

But your boss doesn’t have to know that. FEEL THE HYATT TOUCH?

Find out how you can save up to 520,000 with Hyatt Meeting Rebates. Call your Hyatt Sales Manager or 214-712-7255,

or visit meetings.datlasregency.hyatt.com for complete details. Be sure to ask for the rebate offer when you book.
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to hotel personnel. Meet with the other
vendors who helped organize your meet-
ing and run through the same post-con-
ference exercise with them.

3 Obtain all pertinent reports after
| the meeting such as final atten-
dance lists, food and beverage consump-

e > Post Meeting

tion totals, etc. These figures will be help-
ful when negotiating future contracts as
well as when you reconcile the final
invoice.

i 4 If you organized a few tours, get
| the attendance totals for the tours
from the DMC to give you an overall idea
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BUT THEY SURE COME CLOSE.

Conferences
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of which ones were popular and which
ones were not. But also survey the atten-
dees in an evaluation. Solicit their com-
ments on the overall organization of this
portion of the meeting, focusing on topics
such as their perception of the activities
and whether or not there was adequate
staffing and ground transportation.

I = | Ingeneral, you will hear from the
5 attendee if he or she did not get
picked up at the airport. Keep a list of
such people (if possible, send them an
amenity); also, delete them from the final
invoice, then evaluate if you needed
more cars or if a gate greet versus a

baggage-claim greet would have been
better.

| Registration staff: These people
- most likely gave your attendees
their first impression of the meeting, off-
loaded a lot of work from your shoulders,
and heard reactions from the attendees.
Meet with them and get their impression
of the meeting. They were in the trench-
es and will likely have heard the
scuttlebutt.

7 | Overall, was there enough staff
4 to handle your group? General
rule: It's better to have too many than not
enough.

Q. - Thank-you notes (and, if possible
_ tlps} will go a long way in making
your next meeting with these suppliers
run smoother. Remember, hospitality is a
small world and eventually, you will run
into these people again.

Dana Lynn Hornstein, CMP, has been planning
domestic and international meetings for over 11
years. Ms. Hornstein's meeting planning
expertise includes orchestrating group func-
tions that range from 10 to 1,000 aitendees.
Ms. Homstein, who has taught confract law,
negotiation, and pre-/post- conference man-
agement at Kean University’s CE program
since 1997, also has over a dozen articles pub-
lished in various magazines and newspapers
on significant key issues of meeting planning.
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