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Lindsey F. White Laura Harrison Palmer, CMP
Director of Global Accounts Global Project Manager
Venue Sourcing and Contract Negotiation Conference Manager
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Presenter
Presentation Notes
I’ve been with ConferenceDirect almost 9 years and prior to my time with CD I was in Sales in hotels for five years.  Laura Harrison Palmer is a Global Project Manager with ConferenceDirect.  She’s been planning for 11 years and 1 ½ of those have been with ConferenceDirect.  In her role, Laura coordinates all aspects of conferences, meetings, and events including budget management, space logistics, food and beverage menu planning, exhibit and sponsorship management, and audio-visual production. 
 
Before joining ConferenceDirect, Laura worked as a Certified Meeting Professional for a diverse range of organizations, including the National Association of County and City Health Officials, Musana International, and the Salt Lake Board of Realtors. Since joining ConferenceDirect Laura has worked with the Association of Maternal and Child Health Programs, National Institute for Children's Health Quality, National Environmental Health Association, Utah Coalition Against Pornography, Entomological Society of America, Hemp Industries Association, Continuity Housing, and the Society for Industrial and Organizational Psychology.
 
With over ten years of event-professional experience, Laura has repeatedly been recognized as an invaluable pressure valve for clients as she efficiently takes care of pre-planning and calmly implements solutions during execution. 
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What is ConferenceDirect?

HUD Healthy Homes Conference
Anaheim + California « june 25-28, 2018

ConferenceDirect is a full service meeting solutions N, A & Healthy Homes Initative
company that secures the best-fit hotel

accommodations, meeting space, and conference

venues on your behalf — all while focusing on

maximizing your ROI.

How can ConferenceDirect help you?

 If your main role in your organization is something other than planning and
organizing your meetings, ConferenceDirect can help you save time by

taking tasks off your plate so you can focus on what your true role is within
your organization.

s Save money by using ConferenceDirect’s buying power and industry
relationships to negotiate on your behalf.

ConferenceDirect’


Presenter
Presentation Notes
Who and what is ConferenceDirect and why am I starting off our presentation this way when you came to get tips to plan your meetings?  Laura and I are independent contractors and small business owners, and I would be doing my small business a dis-service if I didn’t tell you that we can assist you with everything you’re about to learn about and be partners with you in many areas of your planning.

During transition to next slide, say … Here are the services ConferenceDirect offers.
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o Site Selection / Venue Sourcing

o Contract Negotiation 0 Registration Services
o Conference Management o0 Mobile App Technology
o Housing Management o Strategic Meetings Management
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HUD Healthy Homes Conference
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Time of year
e Location
v Geographic decision
v Business decision
v' Distance from airport? Downtown? Suburbs?
* Venue’s/City’s preference of guest room night pattern
e Cost— not just guest rooms!
« FLEXIBILITY
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Presenter
Presentation Notes
When you’re thinking about where you want to have your meeting, or maybe it’s a where you “have” to have your meeting, there are a lot of things to consider.  

-Time of Year – hot and humid in the summer or does that matter because the entire meeting will be inside a convention center or hotel ballroom? Or, are there opportunities to get outside and do some unique networking opportunities, especially if the weather is good?  Will you be in the south or southeast in August, September, October when and where hurricanes are prevalent? 

LOCATION - 
-Do you have to rotate your meeting throughout the country to accommodate all of your affiliates or is that how you do it because that’s just how you’ve always done it? 

OR-Can your decision be business based?  For example, if you can go to Miami or Scottsdale in August, or Seattle in January, in theory you should get a better deal than if you’re trying to go to those locations in their peak seasons.  How do you know what the peak and off seasons are?  Don’t assume or guess; Ask the CVBs and hoteliers.  You may assume that May would be a shoulder season in Anchorage, AK but there are thousands of people that have come in from Seattle on cruise ships that fill the city’s hotel rooms, and it can get expensive in Anchorage in May.
-Distance from airport – comp airport shuttle? Uber? Light Rail? 
PATTERN:
-Can you flex your pattern at all?  Your meeting has always been kicked off on a Wednesday, you meet all day Thursday, and ½ day Friday, But if you were to shift to Thursday, Friday, and ½ day Saturday, there could be a particular hotel where you’ve always wanted to be, in a city where you’ve always wanted to meet, that would LOVE to have your Friday night rooms.  
--Consider heavy Sunday night guest rooms! 
-Keep in mind COSTS; when you consider a city, and the time of year, you also need to consider other costs such as:  F&B – coffee $117/gallon Boston or $40/gallon in Birmingham, AL?  
Service charge – 20% or 25%?  

Key to Successful City and Venue Selection?  FLEXIBILITY.  Times are very touch right now as a buyer in the hotel market.  DATES – RATES – SPACE 
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e |s your pattern flexible?

e Are your dates flexible?

e Are your meeting specs updated?

e Guest Room Block — Accurate History?

e Concession Wish List — which ones are most important?
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Presenter
Presentation Notes
RFPs – Requests for Proposals – you’re making a request to get proposals from cities and venues to bid on your business.  The proposals you get back from the hotels are considered “your bids.”

Already covered flexible pattern. 
-Are your Dates flexible?  Can you shift weeks or even months? 

MEETING SPECS – Your October 2018 AEC is coming up and you’ve added four breakouts for two days, but you’ve forgotten to add those to your meeting specs.  If you haven’t taken a look at your specs lately, now is the time to do it.  Your meeting may change YOY, but if you know you’ve got those breakouts, and you ask for them in your RFP, you’ll be better off to do it in advance and then release them later if you determine you don’t need them.  If you have to go back to the hotel during the negotiation process and say “by the way I forgot that we need four breakouts for 50 people each for two days during our conference” your piece of business is going to look quite different than it did when you first went to the hotel to ask if they had availability, AND the bid might change from the hotel.  
-There is a delicate balance, though.  There is a reason why hotels would turn down the opportunity to bid on your business, and it’s called “rooms to space ratio.”

GUEST ROOM BLOCKS -Are you keeping track of your guest room pick ups meeting after meeting so you can provide cities and hotels with accurate room block requests?  They like to have this information as close as possible to what you may end up contracting, for the same reason as the meeting specs.
-Do you have government employee attendees who could be taking advantage of a government per diem rate but you don’t have any gov’t per diem rated rooms in your block?  If not, these folks might be booking on their own at the hotel and getting the govt per diem rate and you aren’t getting credit for the room nights, which count towards your overall pick up, which can then affect your comp room night ratio.
-Make sure your room blocks are up to date as well.  If you have changed your meeting specs, which has affected your guest room block, don’t forget to change your guest room block, too.  If you have originally asked for a room block of 200/300/200 and you go back and say, I’m sorry, it’s actually 50/300/200, that piece of business is now going to look very different to the hotel.

CONCESSIONS – Concessions are items that you’d like the city or hotel to “give” you for giving them the business.
-Concessions:  It doesn’t hurt to come up with a laundry list of Concessions that would make your meeting run smoother, your VIPS happier, your attendees feel like they’re really being taken care of at the hotel.  However, I recommend putting them in order of importance to your organization.  Is an upgrade for your Keynote speaker extremely important to you or is it more important to you to get one complimentary guest room night per every 40 that are actualized.  What affects your bottom line the most?  What makes your attendees the most happy?  Deal breakers – are there any?  Let the hotels know!

Make your piece of business as attractive as possible to hotels.  
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Everything is Negotiable!

Hot Points — check list? Room Blocks
%  Deposit Schedules < Double Check!
s+ Cut-off Dgtes +» Performance Clause/Attrition
% Force Majeure % Govt per diem Rooms

%+ Cancellation
s Renovation
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Presenter
Presentation Notes
-Everything is negotiable!  
-Don’t be afraid to ask the hotel to change something in the contract.  The worst they can say is “no.”

Hot Points 
-Are there items that your organization requires in every contract? If so, do you have a check list for these items? Are there specific terms you want in there?  
--Deposit schedules and amounts.  --Cutoff dates – 3 weeks? 4 weeks?  How does the Force Majeure clause read?  Do you think  it’s fair? Cancellation – is it mutual or one sided? Is the verbiage vague or clear? Do you know what would happen if the hotel decides to cancel your event? Renovation clause? Prepare for the worst and hope for the best.

ROOM BLOCKS: 
--Double check your guest room blocks for mistakes!  Sales people make them, and if you’re victim to one and you don’t find it in the first round of negotiating, your whole contract can be thrown off and you could end up advertising dates for your conference that you don’t even have a contract for!
--Performance and Attrition – explain.
--Govt per diem rooms – do you have any in your block??
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v City and Venue Sourcing and Selection
v RFPs (Requests For Proposals)
v Contracting
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» Keep planning details in one location (spreadsheet, folder, Dropbox, etc.)
e Write EVERYTHING down

e Add in extra time (a cushion!) wherever possible during the planning process
» Be efficient - Use your resources!

» Create a “Lessons Learned” document to add notes to DURING the planning process and
DURING the conference

* “Plan for the worst, Hope for the best”
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Presenter
Presentation Notes
Keep planning details in one location (spreadsheet, folder, Dropbox, etc.) 
Having all of the details for an event saved in one location will save you so much time and energy in having to look for the various documents
One spreadsheet with multiple tabs works best for me so that ALL of my notes about the event are in one spot
Write EVERYTHING down
It’s hard to remember every discussed in conversations, especially when a lot of planning details/decisions have been made, write everything down so you can go back to it
It’s also helpful to review notes after a planning meeting to see what your action items are
Add in extra time wherever possible during the planning process
Wherever possible give yourself a buffer (especially when it comes to needing information from other people!) If your deadline is Friday tell attendees that you need information by Tuesday/Wednesday so you have wiggle room to make phone calls, etc. to meet your Friday deadline.
Be efficient/use your resources
Software/automated processes may not save you any time.  Ask yourself, “What is the final outcome and what is the quickest way to get there?”
When you wear multiple hats it’s hard to use time wisely when you are pulled in so many different directions each day…some ideas are to block out time to work on the event (ex. An hour each day) and communicate that to the other planning team members (I work on the event from 10:00 AM – 11:00 AM each day so it may take a couple of days for me to respond and LIMIT yourself to that amount of time.)
Are there other people on your team/organization that have a different skill set than you that could help with one element of the planning?  (ex. Someone who is great at social media and could take an hour a week to schedule posts for you in advance)
Create a “lessons learned” document to add notes to DURING the planning process
You think you’ll remember the highs and lows of the planning process because in the moment it may seem like a big deal but then you have 4-5 other “big deals/fires” that you have to put out before you write down the lessons learned.  Keep a running list as you go!
“Plan for the worst, hope for the best”
As much as you can try to think everything through and come prepared (ex. We are having a round table discussion during lunch…How are people being split into groups?  Do I need stickers to add to their name badges,  a slide on the screen listing the groups, etc?  How will the groups know which table to sit at?) 
Do not leave ANYTHING to complete onsite that can be done in advance.  There are ALWAYS going to be things that pop-up onsite but you won’t have the time or mental capacity to take care of them if you have still have other items that you still need to take care of.  
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Timeline Tools — Basic Timeline

HUD Healthy Homes Conference

MAME OF Mesting Anahe:m « California - june 25-28, 2018
LOCATION Pe
DATES e . 3
e Compiee . Green & Healthy Homes Initiative
Due Dates Task Yes/No Staff Responsible
03/26/18 Determine budget, lacation Ideas, and other detalls to begin planning process
03/26/18 Begin site selection process
03/30/18 fieview potential site options
03/30/18 Draft timeline

04/03/18 Select hotel/meeting facility

04,0418 Regquest contract, direct bill, AV, and food and beverage Infarmation from hotel/meeting facllity f r O I I I S ‘ r at‘ | I ;
04,10/18 Sign contract [ ]

Post Information to calendar

Update timeline according to contracted dates

04/10/18 Discuss Soclal Media cutlet options

04/15/18 Develop conference planning spreadsheet with program, budget, F&B, housing list

04/10/18

04/17/18 Create travel logistics document/attendee travel communications
04/20/18 Hoitel loglstics document sent to Inviteas
04/20/18 Submit narmes of travelers to Travel Agency

04/25/18 Confirm with accounting that direct bill application has been completed

05/25/18 Submit housing list to hotel, Assign comp rooms to attendees (No Federal; staff preferred)
08,0418 Datermine the hotal hold amount for checkeards feredit cards . WO r k b aC kWa r d S
08,0418 Send hotel confirmation numbers with ground transportation info, hotel

08,0418 Select groug dinner location, make reservations

05/06/18 Order meating supglies [if necessary)

06/10/18 Final program logistics due te hotel (including reom set-up, F&B, AV)
05/10/18 Finalize shipping list

06/16/18 Finalize evaluation form

05/16/18 Finalize participant list

05/16/18 Print tent cards and badges . C h k

06/17/18 5tuff participant packets e C C O n raC a_ e S
06/17/18 fAeview and sign BEOs

06/18/18 Print Fedex labels and neon-colored 10 labels
06/16/18 Ship date

06/19/18 Guarantees due

08,/19/18 Cancel dummy reoms on hold

08/21/18 feguest counter-signed BE0s if not yet received .
06,/22/18 Print and organize onsite logistical packet

s ot foatans e Ask about deadlines
06/24/18 Meeting Start Date

07/04/18 Review hotel kil

07/04/18 Post-con wrap-up and review meeting

07/24/18 Confirm with accounting that check has been cut for hotel

1 e e e e E R B R B B b A e e e A e p e e e e ] I A e EA T A A A
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Timeline Tracking— Execution

Calendar

 Pen and Paper!

e Basic Apps

o0 Notes (iPhone)
o Evernote
o GoogleDrive

Notes

Notes sorted by meeting/client

Action

ltems
[ NN ] [EH| B8

Work To-Da
12:23 PM NEHA

CD Rocky Mountain Te...
12:23 PM Social Media

APM 2018
12:22 PM Creatin...

UCAP SLC Lessons Le...
12:22 PM Didn’t know re...

AOTA
12:21 PM Parked: P1 Hilton

UCAP
12:21 PM Dinner -Locatio...

NEHA
12:21 PM Exhibit/Shippin...

Siop
12:21 PM Trade Organiza...

HIA
12:21 PM Planning Comm...

NICHQ
12:21 PM National Netwo...

TA Assessment
12:21 PM Need access to...

AMCHP
12:20 PM Entry-level me...

= ) & | @ »
Work To-Do
NEHA

AEC - Workshop Agenda

Powerpoint

Powerpoint Notes/Update Slides

AMCHP
Travel Logistics Email
TA Assessment

SIoP
Mail expense form
Cross-check 2018 and 2019 Matrix
Matrix Questions
Site Visit Follow-Up

NICHQ
Connect with Heather

UCAP
2 Year Contract
Photos (Emailed Larry 5/15, Texted 5/29)

HIA
ACE Client Recommendations
Billboard Pricing - 1 month (Emailed Lamar)
Update shared schedule with final numbers
Speaker Agreement Template

Hotel Diagrams (Josephine to send) - Riser/Table
for 4/Max Theater - Exhibit Booths

Linen Color

Silent Auction Space (in Grand Ballroom/Awards
Dinner)
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Presenter
Presentation Notes
The specific method of tracking your planning progress is NOT important but it needs to work for you (so you will actually use it!) 
Until Laura had multiple clients to keep track of, her favorite method of tracking daily planning progress was to take notes in a notebook from the front and then have a running to-do list in the back.  During her meetings and conference calls, if any action items came up she’d flip to the back of her notebook and add it to my to-do list.  
Now that she has multiple clients, with multiple meetings, Laura’s preferred method is using the Notes app on her iPhone. I take notes during conference calls in the client/meeting specific “note” and then having a running “Work To-Do Note” where I add action items during the call. I may only review the notes once, but the to-do list gives the daily breakdown of what I need to be working on. 
I recommend using any app that allows you to access the information on your phone and computer since thoughts will come to you at random times and you may not be in front of your computer. There are so many free options that you don’t need to spend money on anything fancy!


Timeline Tracking— Execution

Software/Apps

o Glip
o Slack
o Zoho

N\

ConferenceDirectv

Laura Palmer

O pashboard
A Bookmarks
W Favorites

Laura Palmer (me)

- People
@ Sarah Meister

# Catharene Garula

I Teams
HIACON
GROUP: HIACON Planning
Team ConferenceDirect

® calendar

Tasks

& Links

B Notes
Files

@ Integrations

), ConferenceDirect

HIACON

Colleen Keahey Lanier

No, she likely doesn't have access to the one that has been updated since we ook it back off her hands. We

have had made a couple updates since then. Will want to work from the current version.

Colleen Keahey Lanier

Also, Catharene Garula Karen at Charlotte’s Web menticned they have a new logo. So will need to get the logo

that they want to use when including it.

Colleen Keahey Lanier shared a link
Catharene Garula Dropbox Link to Latest Sponsorship Guide & Files:
https://www.dropbox.com/sh/vilipb5smroh79x/AABO4ACIQWI4_YodZh33XwRsa?dI=0

& HIACON-sponsor-guide-2018 Folder copy

Dropbox is a free service that lets you bring your photos, docs, and videos
anywhere and share them easily. Never email yourself a file again!

Catharene Garula shared a link
Would you like me to f/u w/ Karen at CW? Her email is in WA. Also check out this ala carte pricing
https://ri.events-registration.com/CWCBENY2018/ was fun to see Joy on the speaker list for this event.

& Registration for CWCB NY Exposition

Register online today for CWCB NY Exposition _

Catharene Garula
Does Emily already have access to dropbox files?

Message HIACON

MEMBERS

A
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09!
o

TASKS

(0 Registration Live by 4/1118

O Intro letter Ari to Chef

[ Intro letter Ari to Lavonne

O Highlander follow-up

O setup HIACON registration page in Neon

LINKS
& Registration for CWCB NY Exposition

k=3 HIACON-sponsor-guide-2018 Folder co.
@ hitps./thehia.org/resources/HIACON1E/...
% 2018 HIA 25th Annual Conference (HIA.
%\ 2018 HIA 25th Annual Conference (HIA..

. Vvendor Bids - Google Drive

]
~ May 27 — June 2, 2018 Tooar || >
Sun 5/27 Mon 5/28 Tue 5/29 Wed 5/30 Thu 5/31 Fri 6/1 Sat 6/2
NG
a8
My Tasks
New Task Laura Palmer Due Section



Presenter
Presentation Notes
A major piece in crossing items off your to-do list/sticking to the timeline is communicating with your team regarding the various decisions.  These apps help not only remind you of the items but are a place to communicate about the decisions.


Planning Template — Basic / Simple

Name of Meeting

Hotel

Location

Dates

Room Set-up

Satup

Satup: . pOdiem, wiler,
glasses pacs of paper ang
pens at aach seating . 2 sign
Rases

A

Intarmat;

Other: No candy on tebles

Post as

Additional Notes

Fost A5 00 Mot POSE [ONF)

Puiase Delver a1 Doas
Adoness 1 a__AM

CRGANIZATION to provide
lapbop, LD projector, fiip
chart pags of papar,
markers, and wireless
presemiation mousa

[Ereakiast

SetUp: Buffat setup inske of
ihe Iam, GdeguaEt bussing
stations inskie & oulside of the
mesting racm

Other: At __AM, plaase
consplidate kftovars for
morming break

[F&B: Flaase soe FAB Tab,
wHer shations

Post As:

Wasting

SRElR . paniam, water,
glasses pads of paper and
pBNE AL AR saating . 7 sign
easeEls

A

Intgrnat;

‘Dthir: No sandy on tanles

Post Az

TRGARIZAT UM 10 promion
lagtop, LED prajector, fiip
chart pads of papsar,
markers, and wireless.
PrEsamiation mouss

AW Broak

Sot-Up: Please rofrosh axisting
st

Other:

F&B: Fiaase 508 FAH Tan

DONP

Lunch

Satp: Flaase rairosh axsing
satun

Otner;

F&B: Fiease see FRH Tab

Post As;

FW Break

Satp: Flaase rairosh axsing
satun

Otner;

F&B: Piease sae FAB Teb

OMF

Breakiast

Sot-Up: Gufal 5P IN5ie of
the imam, sdequat bussing
stations inskie & outside of the
meating room

Other: A1 AM, please
consolidate leftovers for
moming beeak

F&B: Plagse see P& Tan,
watar stations.

Post As;

V.
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ltems to include:

Date

Times

Event

Location

Room set

AV

Internet

Are you providing anything?
F&B (Food and Beverage)

O OO0 O0OO0O0OO0OO0DOo
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e Add service fee and tax (contract, menus, ask for customization!) i T
 Price (per item v. per dozen/amount)

Frice Per
DateTime EventiDescriptian Mumber of People Parzon/Dazen Tatal Lariyee Epe
ax
Date
Hreaktasi I I F LI
Time F 20,00
F 20,00
Tota 30,00
Sarvica Charge F 50,00
Fpod + Servce
Charge 30000
T F 30,00
Tatal Hl.ﬂl}l 50.00
Moming Broak | | r oo
Time F 30,00
F 30,00
F 30,00
Tota 20,00
Sarvica Charge F 50,00
Fpod + Bervce
Charge 20000
Tax F 30,00
Tatal 50.00| &0.00

(D
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Planning Template — F&B
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w
oy us Og,

Price Par
Date/Time EventiDescription Number of Peaple Person/Dozen  Total Serivee Fee | 25%
Tax 11.508
GEMERAL BREAKS
Thursday, April 19
AM Break
10:00 AM - 10:30 AM 12751417
Riverwalk A/B
Cinnarmon Rolls B5 554 .00 $3,510.00
Brioche 65 85400 £3,510.00
Wheale Fruit 405 $3.60 51,458.00
Coffes 41 $130.50 $5,350.50
Decal 20 $130.50 $2,610.00
Hol Tea 10 $130.50 $1,305.00
Juice 33 £00.00 $3,267.00
Total F 52101050
Service Charga 55,252.83
Food + Sarvice
Charge 526,263.13
Tax $3,020.26
[Total §29,2683.38 | $29,283.38
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Planning Template

2018 SIOP Conference - Event Matrix

File

Cale"]

Edit  View

= T 0%

B
9:00 PM

A Max Rounds

6:30 AM

Insert Format Data

- § % .0 00

B

Riverwalk Promenade/Riverwalk A

Tools Add-ons Help

123 ~ Arial

- 10 -

Sacu

B I

All changes saved in Drive

s A

Hughes

» Day End Room Room Size| Title Session#_|Info Contact Name Format PpliSetup Std AV Comment
2 Wednesday 12:00 PM__| Balioom Office Storags/Office Hughes, Baker Tables and chairs around perimeter REKEY
3 Wednasday 12:00 PM lllingis Boardroom Committes Room 1 Hesly Conference for 16
3 Wednesday 1200 PM__|Tennessee Commitiee Room 2 Keay Theater for 22
= Wednesday 12,00 PM_| Linceln Boardroom Commitiee Room 3 Keay
% Wednesday 12,00 PM__| Riverwalk A3 Decorating/Exhibitors Move In Vanneman, GES GES Alyson Miler Exhibitor Set-up 12-4
a7 Wednesday 7:00 PM Convention Registration Office 2 Mothering Room Vanneman 2 Comfortabls Chairs | Small refrigerator
Pizase do not lock
Wednesday|7:15AM  |B00PM | Riverwalk Promenade Workshop! Censartia Registration Case, Lentz Buitins Mo & computers, & Barcode scanner
w SIOF to provids: 4 computars, 4
Trasn Pick-Up: 6:30 AM, 8 AM.
3 \Wednesday|7:15AM _|8:00PM | Riverwalk Fromenase Hospitality Desk & fiiable
a6 Wednesday | 7:15 AM 8:00 PM Riverwalk Promenads Fun Run Desk & ft table
& Wednesday | 7:30 AM 8:30 AM Chicago Baliroom Promenade ‘Workshop-Consortia Breakfast Hughes 475 Flow
Szanered highboys.
Wednesday|8:00 AM 830 AM | Sheratan I Consortia General Session Hughes Max Rounds s
@ Wendy Bedwell
paceconsutingsolutionsliclg
mail.com
Wednesday | 8:30 AM 4:30 PM | Sheraton | Masters Consortium Hughes Meating Classroom Yes
“ Katherine Siter & Ms. Erin
Wood
\Wodnesday |8:30 AM |4:20 PM | Calumbus A 31 Docioral Cansartium Keay Mesting Max Theather Yes
a Janna Shapirs & Or
Lawrence Houston
4 Wednesday[9:30 AM__|4:30 PM__ | Columbus B 31 Docloral Subgroup Applied Kealy Meating Max Theather s
\Wednesday|&:30 AM | 4:20 PM | Sheraton Il Eanly Career Pracitioner Consortiom Hughes Mesting 10 Rounds Yes
“ Vince Gonts or Ashiey
|Guidroz.
Wednesday|8:30 AM 430 PM | Mayfair Junior Faculty Cansortiam Kea'y Meating Classroom s
“‘ Tyrea Mitchel o Lars
Jahnson
4 Wednesday[8:30AM  [S5:00PM  [Michigan & ) Leadership Development Programs: Current State and Kea'y ‘Workshop 10| Rounds. Mo Screen, LCD, 1 lav, 2 flipcharts «
State of the Art Head Tabla
\Wednesday|8:30 AM 00PN |Erie ) Storytaling with Impact: Mastering the Praciical Keay \orkshop ounds Mo Sereen. LCD, Z lavs. computer €
“® Science of Influential Communication Pens/pencis and pads of paper
Head Tablz
Wednesday|8:30 AM 500 PM | Superior 8 & Individual Leadership Assessment: An Cverview for Kea'y ‘Workshop 11 |5 Rounds of 8 Mo Screen, LCD, 3 lavs, WiFi, 6 fip:
Experienced Assessors 2- Head Tables far computer battsries a1 each ta
- Pensipencis and pads of paper
Arrange chairs 50 they have a good view of the presanters Masking tape
Soeaker lable and chairs
I
+ Full Matrix Condensed Matrix ght Turns by Room BEO Check SIOP Meetings 5|0P Receplions Affiliate Events Contacts Explore
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Presenter
Presentation Notes
This is a template that is from Google docs that Laura used for a 5,000 person conference, and it worked great!  Remember – sometimes simple can be better for you – whatever works best for you!
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Planning Software

HUD Healthy Homes Conference

Anaheim + California « june 25-28, 2018
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Presenter
Presentation Notes
The benefits of using software come into play when the data you’re putting into the software automatically populates into a meeting app.  If you’re planning on using an app, try to have a plan with regards to which company you may use to build your app so you can determine what information you need to be inputting BEFORE you start to build the app.  This can possibly help save you a step during the planning process  - by being able to input the necessary and correct data the first time and not having to go back and input the auto-populating data LATER.  
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HUD Healthy Homes Conference
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WHAT Information do you need to collect?

Emergency | Hotel Arrival Billing

First Name  |Last Na Tite ization |Address State Fh # Email Cell Phone
me Organ City Zip oine Info

Room Type |Confirmation
Numbar

3F

How many people are you collecting the info from?

o Manual Tracking
o Data Collection: Survey Monkey, GoogleForms
o Fee Collection: RegOnline, Weems, Eventbrite

(D

). ConferenceDirect’


Presenter
Presentation Notes
Registration is the time to ask ANY questions you want to know about your conference audience. Ask the questions NOW because attendees are required to register for the conference.  Don’t wait until the end of the conference during a survey to ask the questions you want to know; folks aren’t required to send in surveys!  Keep in mind privacy issues; you may want to consider adding a “Prefer not to answer” level of the questions…

-How do you want to slice and dice your group?  
-What kind of questions can you ask whose answers would help you during your planning process? 
-Do you want to know what their favorite color is so you can group them during a session by their favorite color? 
-What about their age range?  Do you know what the median age is at your annual conference or is it just a guess?  
-What about questions that can affect the safety of your attendees?  Food allergies? Emergency contacts?  If you have an attendee who passes out during a session, do you know how to contact their husband, wife, mother, son, aunt, cousin who might possibly know if they have an underlying medical condition that could have contributed to the medical episode? How do you contact this related person? Do you have their phone number?

How many people are you collecting information from?  
-Can you do it manually or do you need to use a Data Collection service?  Are you planning a 10 person committee meeting and you can cut corners and use this form, and collect the information manually?  If you CAN, be sure to include the exact information you need the first time, or you’re going to waste time by having to go back and ask the attendee for additional information  when you go to cut and paste the answers into your own form.
-Are you planning a conference for 1,400 people and could benefit from a data collection service? Survey Monkey and GoogleForms are both free services you can use to collect information.  
-Do you need to collect funds for your meeting when folks register?  If so, there are bunches of services out there that offer a merchant account that you can attach to your Registration.  RegOnline, Wee-miss and Eventbrite are a few.  Laura says if she has to use a merchant account, she prefers Wee-miss because this one has the funds going into your account as you receive the registrations.
-Do your homework when selecting a platform though; some charge a per registration fee and some charge a general processing fee.

Regardless of how you choose to collect your information during Registration, whether manually or through a Reg platform, ask the questions you need and do your research!
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EXHIBITORS

The Icing on Your
Conference Cake

Bob Custard, REHS, CP-FS
Environmental Health Leadership Partners, LLC



Why Exhibitors?

Enhanced EH
learning experience

eConference revenue




What Do Exhibitors Want Most?

Quality
Facetime




o
An Exhibitor Wants To ...

Build brand recognition

eExplain the value of their product or
service

eldentify potential customers

e Talk with people who can influence their
customers



o
Help Exhibitors Build Brand

Recognition through...

Recognition from podium

Named sponsorships
 Breaks, Meals, Events

Program advertising
Conference web site



o
Drive Traffic To Exhibit Area With ...

Exhibits located in traffic flow
eLonger breaks

ood In exhibit area

Fun atmosphere

eUseful* exhibitor tchotchkes
EXxhibitor “bingo cards” as prize
drawing entries



Help Exhibitors Engage Attendees and Add to the
Learning Experience in Meaningful Ways

EH learning experiences and
demonstrations at exhibit booths

| earn EH facts and information
from exhibitors to earn CE credits



Ways for Exhibitors to Capture Attendee
Contact Information

e Attendee name badges
e Business card drop boxes

e Information request forms
e Paper
« Emalil



o
Marketing to Exhibitors

e Start early — exhibitors need plenty of lead time to
plan and budget for travel

e Personal contact with potential exhibitors

e Clear information packet
e Clear expectations for host & exhibitors
 Directions to hotel and exhibit venue
e Detalls on exhibit setup & tear down, exhibit
hours
e Draft conference agenda

e Easy exhibitor registration process



Two Cautions

- In marketing to exhibitors, be
careful to avoid potential conflicts
of interest If you are a regulator.

- Speaking slots should not be for sale In
exchange for agreements to exhibit. No
iInfomercials! However, some exhibitors
are great speakers.



Program Design

eLimit exhibit time to 24 hours max
— Time = $$

eLonger breaks to give exhibitors
time to engage attendees

AN evening reception in exhibit
area If a multi-day conference



o
Logistics

eTables, table skirts, chairs
eTrash cans & trash removal
eUtilities — electric, internet, water

eEasy set up & tear down -help
schlepping their stuff, luggage
carts



Exhibitor Fees

Typically $1-$3 per attendee with a $200
minimum

Additional charges for
 Prime space
e Utilities — electric, internet, water, etc.
 Event sponsorships
 Program advertising
 Web site advertising



Exhibitor Retention

e Proactive exhibitor coordinator

-Gtoo)dy bag for exhibitors (water, snacks,
etc.

e Caterer/server to bring exhibitors coffee,
break food, etc.

e EXIt Interview soliciting feedback
 Personal thank you note to exhibitors

e Opportunity to immediately sign up for next
year at a discount



Contact
Information

Bob Custard
NEHA Past President

BobCustard@comcast.net

Environmental Health
_eadership Partners, LLC


mailto:BobCustard@comcast.net
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