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Site inspection check list —

Continued from page 38

vators?

« Is there an air conditioning control in
the room, or does engincering control it?

» Does the mecting room have adequate
ventilation?

o Can the hotel provide a welcome desk
for the day of the group’s arrival? Is there a
cost?

« [s there a weekend package rate?

« Does the hotel have any calendar holes
to be filled (open dates where the planner can
negotiate better room rates)?

o Is there a complete meeting package
(CMP) rate? Can the group have their meal
functions separately? Are there special
menus?

« What is the legal seating capacity in the
room?

» Is signage allowed?

« Is the banquet function near the meet-
ing room?

« Will extra staff be assigned to ensure all
needs are met?

o Where are the service hallways? Are
they noisy? Does the hotel staff know not Lo
enter the room when the meeting is in

rogress?

« Will the CSM be on site the day of the
meeting? What about the other people who
were at the site inspection?

« Is a house phone in the meeting room?
If so, can the ringer be turned off?

= Does the meeting room have mirrors or
windows (again, this question correlates with
the planner’s audiovisual needs)?

« What is the square footage of the meet-
ing room?

« Are the reader boards sufficient and in
key locations?

o Is there a set-up or resct fee for the
rooms?

« Can the hotel accommodate your scat-
ing requirements (2 people per 6’ table, 3 pco-

ple per 8 table, 8 people per 607 round, 10
people per 66” or 727 round)?

« Are there groups in your meeting room
before you? What are they doing in terms of
their audiovisual needs? Can you split the
cost?

« Are there on- and off-ramps to access
the meeting rooms (is the hotel ADA accessi-
ble)?

o Are the restrooms and public tele-
phones near the meeting room?

« Are there airwalls to separate rooms?
What is the potential noise factor?

« Are pens, 8” x 11" pads, and candy pro-
vided? Is there a cost (this is negotiable)?

Make sure the person who is showing
you the space will also be your on-site con-
tact. If he is not, ask to be introduced (o the
person who will be. There have been a few
times that the person who conducted my site
inspection turned the meeting over (0 a CSM
and did not tell me. This necessitated a re-
explanation of all the details of the meeting
and reconfirmation any of previous agree-
ments.

Banquet rooms:

« What is the name of the room that is
blocked for the group?

« Where is the room located? When will
it be set up?

« How many restaurants does the hotel
have? What are the hours of operation?

« What is the percentage of gratuity on
food and beverage, and is the gratuity tax-
able?

o What are the food and beverage taxes?

« How much does the hotel set over the
guaranteed number of meals (5 percent is
standard)?

« When does the hotel need the guaran-
tee (48 or 72 hours is standard)?

o What is the legal scating capacity?

« What are the chef’s specialties?

See: Site inspection, page 41
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“Travel With The Leadeat”

Serving the World

"We Excel Over the Competition”
OUTSIDE OF WESTCHESTER CALL TOLL FREE:

el 1800 2439235 ey
& 668-RIDE Al
12 (7433)

n Civie Center
POUGHEKEEPSIE

dlanner Package

Continental Breakfast
° Orange Juice
e Fruit
o Assorted Breakfast Breads
e Coffee, Tea, Decaf

AM Break
o Coffee, Tea, Decaf

Sit Down Lunch
e Salad .
e Chicken Entree
e Potato & Vegetable
e Rolls & Butter
o Dessert
o Coffee, Tea, Decaf

PM Break
o Coffee, Tea, Decaf, Soda

Room Rental Included

$20 Per Person plus tax J

atest in Audio Visual Equipment.

setween Albany and New York City
Valley lead to the Sheraton Civic Center H otel

oughkeepsie, NY ¢ 485-5300 Fax 486-7299

vale clients seems just as significant.
Although 10 percent of $396 is a lot less
than 10 percent of $1,400, the long-range
relationships built by his attitude pay off in
profits and growth.

“It’s not just airfares that are flexible,”
Parisi noted. If you (or your travel agent)
know what and how to do it, you can save a
bundle on hotel and motel rooms and car
rentals as well. First of all, if you are over 50
and a member of the American Association
of Retired Persons, you get an automatic 10
percent discount right there. Don’t be proud.

Site inspection check list —

Continued from page 37

General questions that a planner should
ask when on site:

» Does the hotel consider itself a resort
propetty, downtown property, etc.?

o Will a convention be in town? Who,
and how many people are expected? (Call the
convention and visitors’ burcau to obtain this
information.)

o What are the local holidays (e.g.
Seafair in Seattle, Mardi Gras in New
Orleans)?

« What are the low, high, and shoulder
seasons of the hotel? (When does the hotel
have the lowest occupancy? This is a good
negotiating point.)

o What is the likely climate during the
meeting dates”?

= How old is the property? When was it
last renovated, and what was done?

o To what address and to whom should
the registration boxes be shipped?

o Where are the storage area and freight
elevator? _

o Are there renovations in the hotel
before or during your scheduled meeting?
Are they soft (bedspread changes) or hard
(new carpeting)?

» How many meeting rooms are on site?
What is the total square footage of meeting
space in the hotel?

» What is the number of employees com-
pared to the number of sleeping rooms?

« Is the property “union”? When does the
contract expire? (A planner does not want to
have a meeting in the middle of a possible dis-
pute.) Does the contract have any restrictions?

said, “there’s time. You may be able tq nego-

. tiate a good deal. But you can spend hours

doing it: hanging on when the lines arf busy,
ete. We do it by computer, almost inftantly.
We issue tickets, can deliver them the same
day and perform the invaluable advisdry ser-
vice: best deals, best places, best routps, cic.
We are pros. And it doesn’t cost you i cent,
We make our money in commissions paid
by the carriers, hotels, ete”

Parisi now does 50 percent of his busi
ness in corporate travel. His secret weapon:
savvy, service, savings.

» How much are the porter and/pr maid
fees? Are they mandatory?
o [s there a charge for baggage ppill?

s Can the hotel flag any concertjs in the
arca (e.g., construction)?

» Ask the hotel for three to five references
(planners who have held a meeting
facility within 6 months and who hadjapprox
imately the same number of attendect)

Meeting space:
« What is the name of the roorh that is
blocked for the group (verify the fime for
which it is blocked)?
» What floor is it on? Is it accesgible?
« What is the decor (color, chandeliers,
drapes)?
= What schoolroom table sizé (tables
come in 6’ or 8”) does the hotel have} Do they
have enough tables for your group?
o What is the ceiling height cledrance of
the chandeliers? (This will be important infor-
mation if your meeting has audiovisual
needs.)
« Are there any obstructions (e.g., pil-
lars)? Where?
< Will other functions be near {he room
on the meeting date (noise and traffi¢ factor)”
o Can the room be set the day Hefore the
meeting (for a morning meeting, this should
be mandatory)?
 What is the room rental (this |s a nego
tiable point)? Does it include taxes’
= What are the business services hours of
operation, fees, equipment availabld?
= Does the room have a light control”
» [s the meeting room accessifle o ele

See: Site inspectidn, page 39
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- Site inspection check list

Continued from page 39 ,

» What are the local liquor laws?

= [s the kitchen assessable to the food
function space? ;

« If not, are the hot boxes sufficient (will
they dry out the food)?

> What is the noise level like from the
kitchen?

» How many staff members are assigned
per round table? What about for receptions?

o If you have an entree choice, how far
in advance do you need to give the hotel the
number for each selection? Can it be done on
site after the attendees sit down?

o What time does the wait staff’ arrive
prior to the function?

e Do the union rules govern the mini-
mum number of waiters and bartenders?

» What is the overtime policy? Is there a
charge for overtime?

* Does the hotel provide center pieces at
no charge? What themes and props do the
hotel own and is there a charge?

o Can you pipe in music at no charge?
What type of music is available?

e Is there enough room and outlets for
entertainment?

e How is the lighting and can the lights
be dimmed?

 How far in advance does the chef need
to know about the required number of vege-
tarian or kosher meals?

° Can the hotel provide sun umbrellas
for outdoor functions during the day (always
make sure you are assigned indoor backup
rooms, that you view them during the site

= Make sure the rooms have sprinklers
and security locks. What are the fire safety
procedures?

» What amenities does the hotel provide
(e.g., hair dryer)?

» How many rooms are ADA accessi-
ble? :
= How many rooms are in the hotel?

e How full will the hotel be over your
meeling dates?

= What is the average hotel occupancy
goal the month of your meeting?

o How many sleeping rooms are
blocked for group sales versus transient
guests?

e Will the front desk make provisions
for luggage for late checkout or early check-
in?

e Is there a concierge level? Can the
group get concierge privileges?

= When is the rooming list due (it is usu-
ally 30 days prior to the first check in)?

e Are room renovations planned (soft or
hard changes)?

e Are the corridors well 1it? Try not to
place women attendecs at the end of a hall-
way especially if you see the lighting is not
good.

= What is the rack rate (this is the rate a
transient guest gets)?

e Are soda and ice machines on each
floor?

 What is the complementary room pol-
icy (you should negotiate 1 free room per 40
used on a consecutive basis)?

= [s a hotel doctor available in case of
emergency?

ST S e i mevenaner delivery?

The most

“Knowl!ledge

Y

reliable...
for 50 years!

s power.
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COUNTY LIMOUSINE
s ) (914) 948-7777
914-694-3600
to subscribe

i All Newly Remodeled.
Come & See Our Spectacular Transformation!

g |1|.|| = Mﬂwp.»mwr * | Corporate & ?maﬁm.._m.ma?mn@n"
2! R a Zré;. remodeled flexible meeting/banquet space.
T o | @ Complete meeting/conference services available.
m w : * Inviting Hudson Valley Design.

Accommedations: All rooms newly remodeled in 1997
Restaurants/Lounges:
* Market Street Cafe features exhibition cooking,
weekday market fresh lunch buffet, a la carte dinner.
© Teddy’s Night Club Westchesters #1 Happy Hour 4-8 pm

1 Holiday Inn Dr., Mt. Kisco, NY ° 914-241-2600




Ly B YNYNOr SSINISNE ALNNOD YILSIHIISIM B INIWI1ddNS M 266} L2 ¥IE0LI0

B

09£90 1O YIIMION
ong sawey ] ‘M L09

*+*919( IO

posago sothios 1owdoo/Bured? --gaoeds Sunoows paddinba

- SOUDISUO
Eﬁwﬁ_an >w“ A0 Ino jo suo ul sgunoout
sui00x [jeuIs pue S31e T ssouisng INoK Jonpuo)

Kasiar map
uy Auedwod Buysignd pue sposfoid [eaipaut
g “ouj suoyeounwwio) IdN 18 pafojduss
Apuaiing si pue sbujsaw |euojeusaul pue

onsaulop sued giNg UISisUIag uuf7 eueg m

“Bunoaw ayp Jo s1oadse
19Y10 U0 Bunenuasuod ads aq ueo dwn
aour oy ‘uondadsut S A} guunp lomsue
ues Jjeis 210y o suonsenb alow AL,

OU0D [910Y Jo/pue 151] uondadsul
J11S 2y} O} UOHIPPE JAYIOUT SALOG yoym
Soyon|3,, o[qejjonuoaun oAy sSuneawl
pouued-1saq ay usAg -Bunoout [njssaoons e
Sutuueyd jo Aom 11-21ns OU ST YT, INSD
oyl o) sjed duoyd jo Joquinu Atp aonpal
M yoym Sunoow Ay Suiuueld ofiym
JOPUILLI] € SB OAIOS UEd 181] SIY) [[ERA0

¢ealq
0JJ00 € JJEPOLUWIOINT Bare AUl [IIAN »
. Jdlqe|rea
sdure] ale “quatoyjnsut st Sunydi I .
soyoel auoydape) INOGE JEUM
JSWPpNoO [EaLnodd ysnouo 21ay) AV o
ipaptaoxd yoel 1800 € S ¢
{P81eyd
ou Ju spesed apraoid [a104 AU [IIM e
ipantuuad oFeusts Kueduwod ok s .
JoIe] WD 1 [[Im 1O
“I1q 1I0Y [eul) A4 YA Pajiiq 3t ST ;sauoyd
10] 9FFeyd $§900€ OPISINO A 1 1LY M e
;souoyd [erp 10211p pue UL
-sip Buo] ‘osnoy Jo 150 Ay ST IBUM,
Jwooijeq A
opisino dn 108 Apeal(e §sap € a1 §] juale
uonedsisal Ay} Jo awieu i St UMD ©
ipade uoneIIsIS

[ pomoys sem eym

su awws o swoos Fuidadfs ¢ Y e
QN (1o Ay 1Y

{,214185200T Aisea SUXD 241 AP AY .

...... L L A T B

Jswool Fuidaals uo sanjeuad

puT SULI) UONE[[PIUED A dIT TBUA ©
o(ap1a
-o1d [ar0y Ay [jim Auew M0Y) el wWool
ojSuts oy ¢ SWooI popeiddn jo nowe

X m nok apiaoid [a10y A1 ULD e
; (xey Koued

0900 ‘xey A0 *XT) WOOI Ay} STIBYM e
¢ (uoneiado Jo smoy Ay e jeym

U J1) DOIAIDS WOOI JNOY-HT 213y} ST »

/W001 YOrd Ul SIRG-IUIL 9T
£ (puewioIne 1o 1senbal

uodn) UMOP UIN] 9J1AIIS-PIRLE 219U §T o
jswapout 1o
soxe) J0J UI[ & INOQE IBYAA (IIBW 90104 1)
s] gouoyd o) uo SUOISUAXD [ENP 213 ay

W00 Yora ut o8 sauoyd Aupil MOH « -

: w1001 yoea ul

S1 WAISKS JUSLUUIEIANUD JO PUD] ITUAL

9[QE[IBAE SI00]} BUD{OWISUOU dIY o
;nns

‘o[qnop ‘a[Buls € J0J §1S00 AU 1L JEUAN »
£(SWO0X JIA Af) INOGE JEYM) SUI0O!

WO1j MIIA pug 1003p Y] SIIBUM -
{00 YOaYo Y[ & 8 dnoid

) upD) W) INO-Y23YD U} SLITUM e
. £ (u1 yoayo ued dnoid oy} ISAED

Ui STIRyM) DU UI-Y02UD AL SEIBUYA ©
:surooa Surdadis

‘nok 10} 3unsel opdus e amedaid
ued Joyd Ay i st ‘uonoadsut s Ay 210J9d
snuowt Kmunurjoad asoyd ued pur owed
a1 JO PEALE aq 0} ABUNLIOJ 1T noA Jj 1opio
JuaA2 Jonbueq Ay} UO SALY WS nok suidd
“uod Aue 151} uay ], ‘uonoadsut s Y} guunp
pooj jonbueq 2y spdures ‘opgissod JT

uau] umo S)1 umo K)jioe) A S30(
JEare JUaIDIJIp € 0) Wysno1q
aq W [[im 10 Payooo SL [eatl ol a1ayMm
USUOID] AU} WO PAAIDS Pooj Ayl ST e
+(dnoi3 1apour 01 plos o4
JOUURD PUE UL JO JSED Uf SWOOl dn youq st
ISRIIUOD AU Ul paIsi] 2 sy pue ‘uonoadsut



