COST SAVING TIF
MEETI NGOG

Charlotte, North Carolina 28277
Mobile: 704 491 0921
E-mail: bwacmp@carolina.rr.com



COST SAVING TIPS THAT IMPROA
YOUR MEETI NGOS B

In this tumultuous economy, meeting planners and
administrative professionals are challenged to
learn more with fewer resources.

Would you like to learn how to save $$$ on your
next meeting or event?

Dondot miss this highl-pcednt er ac
session.



COST SAVING TIPS THAT IMPRO?
YOUR MEETI NGO S B

You will learn:
A New Techniques and Tips

A How to Make the Best Deals that will Impress
your Boss

A You will Receive 84 Tips that are Guaranteed to
Stretch your Budget
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YOUR GROUP HAS JUST RECEIV
MEMO FROM YOUR BOSS

A All departments must cut their staff by
20% to reduce costs.

A The cuts will not be made on a seniority »
basis but on who is most expendable.

A Youhave 3 minutes tojotdown ways

that you can save your company money
and why YOUR GROUP should be retained
over other colleagues in your department.




PRELIMINARY RESEARCH

Understand the State of the Industry

Prepare a Needs Assessment for your Group
Develop a Profile of your Attendees

What are your Meeting Objectives?

What is your Budget?

What are your Hot Buttons?

Do o T P o I» Do

Review your Meetingds

Hi story



COST SAVING TIPS

1. Consolidate MC&E (Meetings, Conventions and Events)
Expenditures in your Corporation or Association

2.  Know the Value of your Business

3.  Review your Preliminary Research
Before Selecting Potential Sites

4.  Prepare your RFP (Request for Proposal) with
Clear, Concise Communication
of your Objectives, Program, and Value of
Your Business



SITE SELECTION

5. Take advantage of using Convention & Visitors
Bureaus (CVBs) and Tourist Offices

6. Check Travel Costs and Air Lift during
your Site Selection

7. Review Ground Transportation Options

8. Book Facilities that Provide a
Complimentary Airport Shuttle

9. Consider Unusual Venues




NEGOTIATIONS

10. Rates/ Dates/ Space Pick 2 of the 3

11. Prepare Lists of Must Have
and Would Like to Have

12. Use Value Season/Holidays/
Days of Week or Hot Dates

13. Get Reduced Rates for Staff/Speakers




NEGOTIATIONS

14. Select Hotels that Offer Frequent Flyer Points
that can be used for Speakers or Staff

15. Comp rooms -Donot settl & for 1/50
Get cumulative , not nightly count
Pick -up Mon. 49 Tues. 49 Wed. 49
Nightly O comp rooms;
Cumulative 2 comp rooms

16. Negotiate Upgrades to Concierge Level for VIPs

17. Request Amenities for Your VIPs



NEGOTIATIONS

18.

19.

20.

21.

22.

Negotiate Attrition, Cancellation, and Rebooking
Clauses

Negotiate Precisely what Fees your Group is
Responsible For and Get All Charges Listed in
Writing Upfront

Negotiate Parking Fees

Barter for Goods and Services

Everything is Negotiable




23.

24.

25.

26.

27

ACCOUNTING

Review your master account bill daily
Limit authorized signatures

Discuss possibility of discount if major portion
of bill is paid on -site

Offer discount for early registration at
association meetings

. Invest money and use early registrants
to entice additional registrations




AUDIO VISUAL

28.

29.

30.

31.

Work with 1 audio/visual company as preferred
supplier for volume discounts

Assign meetings to rooms, wherever possible,
with same audio/visual and
set -up arrangements

Bring your own flip charts and markers, blank
overhead transparencies

Rent equipment such as fax machine or copier
If you anticipate heavy usage




ENTERTAINMENT

32. Contact Local Schools for Entertainment in
Exchange for Donation —

33. Contact Entertainers Who are in Town for Other
Shows or Functions




FOOD AND BEVERAGE

34.

35.

36.

37.

38.

Use Innovative Centerpieces such as a
Lazy Susan with Buffet Lunch

Theme events using Ethnic Foods that are
Less Costly

Serve Light Lunches such as Salads rather
than Heavy Entrees

Cut Down on Portions

Use Boxed Lunches




