
1.   DETERMINE YOUR OBJECTIVES, AUDIENCE, AND ORGANIZERS
You should not proceed with your plans until you have answered these questions:

1. 
What is the purpose of the event?  Are you bringing people together to pray or to play?

2. What is the goal and final outcome you anticipate?  What do you want attendees to take away from their time together?

3. Who do you anticipate will attend?  Teenagers, senior citizens, families, couples, or women only?

4.
Are you working alone or with an organizing 
committee?
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2.  OUTLINE THE PROGRAM IN BROAD STROKES

Now that you have determined your objectives and know who your audience is, it is time to outline your program in broad strokes.  

Before you go any further, you will need to have the answers for these questions:

1. What time of year will best meet the objectives?

2. What day should the program begin and end?  Tuesday to Thursday or Thursday to Sunday?  

3.
Will there be plenary sessions, if so, how many and what time?  

4.
Will there be breakout groups or seminars?  How many?  

5.
What time will the program begin on the first day 
and end on the last day?

 6.
Will you have exhibits?  
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3.  OUTLINE THE BUDGET

Ask yourself these questions:

1.
Are there any start-up funds?  

2.
Will there be a registration fee?  

3.
Is registration expected to cover all costs of the event?  

4.
What is included in the registration fee?  

5.
What fees will the target audience be willing to pay?

6.
How much audiovisual and high tech items will be required?  

7.
Will there be any meals included in the registration fee?  

8.
Can sponsors be obtained for some aspects of the program?
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4.  CHOOSE A SITE

Now that you know your objectives and you have a feel for the program, and you have your budget checklist in hand, you are ready to find a place to hold your meeting. 

What is important to consider?  

1. What hotel rates will your target audience be willing to pay?

2. How many sleeping rooms do you need?  On what days?

3. How will reservations be made?

4. What kind and how much meeting space will be required?

5. Will you be serving meals?

6. What are your anticipated audiovisual needs?

7. How will services be paid?
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How many can you seat?

2000 sq. feet

or

186 sq. meters

5.  FINALIZE THE PROGRAM

· Set the daily schedule.  

· Choose the speakers for the plenary and devotional sessions.  

· Determine seminar topics and who will present them.  

· Make sure speakers know what audiovisual equipment will be provided.  

· Ask if they require anything additional.  Give deadline to return this information to you.  
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6.  FINE-TUNE THE BUDGET

Now that you know what the hotel expenses and program expenses, including what audiovisual will actually be, you can finalize your budget.

· Do your homework before you start advertising.  

· Make sure you cover your budget with registration fees and/or subsidies and sponsorships. 

· Add 10-15% contingency. 
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7. MARKET YOUR MEETING

· Plan your advertising. 

· Make sure that your advertising piece is attractive and gives all the information needed for the attendee to make a decision.  

· Be sure that the deadline and the refund information is clear. 

· Look at the layout of your brochure carefully.  
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8.  PLACE THE LITTLE PIECES
Details, details.  

· Work with the hotel or facility on menus.  

· Determine what seminars will be held in the various rooms available to you.  

· Plan the minute-by-minute details of each daily program.  

· Determine what system you will use to control seminar attendance in the space available.  

· Train your helpers in their responsibilities.  

· Make sure they know the whole program so they can answer questions intelligently.  
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9.  IT’S OPENING DAY

You’re ready!  Your helpers are in place and your guests are arriving. 

· Make plans to meet with your facility coordinator daily.  

· Be alert to last-minute decisions or changes that may need to be made on site.

· Talk to the controller or accountant in charge of your account on a daily basis to control charges to the master account.  
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10.  HOLD THE APPLAUSE

The meeting may be over; the last person has checked out of the hotel. You have settled your account.  You have checked out of your room and are on your way home.  You think it=s over?  Well, the adrenalin that kept you going during the preparation and actual event may be gone, but you=re not through yet.  

Post Con-Meeting.  You started your event with a pre-con (pre-conference) meeting.  Now it’s time to wrap up your event with a post-con (post-conference) meeting.  The post-con is an excellent way to make your future programs even more successful than the one you just finished.  
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Theater seating		200


	Rounds				160


	Schoolroom			130


Crescents				080


Hollow Square			050
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