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Session Topics:
Site Inspections: What Should You Be Looking For?

In this interactive session, we will build a site inspection checklist to include many things you may
never have thought of before, such as “when was the last time the vents in the bedrooms were



cleaned”? “Where is the meeting point outside the venue should the building be evacuated”.
After the session, a full site inspection checklist will be emailed to all registered delegates.

The Request for Proposal (RFP):

What must be included? Why? What are the key phrases that will ensure there is less confusion
when you get the proposal from the venue? When should you not accept a proposal? How can
you ensure you can compare apples and apples? How can you use the RFP for a venue and alter it
to use it for other vendors?

Objective Design:

How crucial is an objective to the meeting/event design? Objective setting is the key to program
design, educational or networking component design and evaluation. By the end of this session,
you will be able to design an objective, using the SMART principle and ensure you can measure

the objective by creating evaluations that will lead back to the objective.

Who’s Coming to Your Meetings:

Did you know there are at least 4 generations in the workplace today? And there are at least 3
different adult learning styles. Mix all this in with the various cultures and religions and you have
no two people alike at your meeting/conference/event. How do you plan for this? What do you
need to consider? How does this affect your food & beverage, your educational delivery style, your
dates and so much more? This session will help you understand the importance of looking at your
demographic before doing anything.



