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Top Tﬁor conferenc

CONFERENCES are an excel-
lent vehicle o communicate
your organisation’s vision and

Internally, these can include

can

training workshops, annual
meetings and major annual
conferences, or with key stuke-
holders and audiences such as

ol press  events, uct
hnnd:undnchnlJ;:fu‘-

i , Informal environ-

For those expecting to find
ihemselves s an or

conference.

B Think about “why” before
“how ",

Before diving head first into
all the logistics and event man-
agement of any conference or
indeed any event, the most

important and
ﬂrulnhklnmm&.:r

Two key questions to ask
yoursell and your team: what
you we mwying to achieve by
having the conlerence/event?
What would sucoess look like at
the end?  The answers can

or even the venue! Ensune you
olso get the input of the key
stakeholders,

B Location, location, locs-
tion,

Map out what the funciion
venue will need to deliver, from
start to finish,

3o yvou have enough space
to stcommodaie the number
of delegates in the seating

g
g

required?

Will there be energizers for
the delogates where they will
need space 1o move around?

Will there be workshops ar
rooms for delegntes 1o split up
Intot

How high is the ceiling?
There are many venues, with
low ceiling height and i you
have 300 delegates in the room,
it can become a little claustro-
phohbic,

What facilities ame there
(heat, air conditioning™

What AV will be used? If you
have rear projection this will
take up mare space in thi con-
ference room as the projecior

ments, This may sound simple
and something *1 already
know”, but do you know how
much food the venue s provid-
ing for the delegmies who are
vegans, vegelarians  enct
mﬁmeﬂnm the chaloes are lim-

B Make life cheaper.

A simple voucher system for
breakfnsts, hunches and din-
ners enables you o only got
charged for whet Is eaten and

not pay 4I'nr delegmies who

space to sccommodate the day
delegates as well as the venue
resddenis?

Where s the nearest over-
spill car park? How much does
it cost? How Tar s it to walk?

Can the venue lay on a shut-
the to collect the delegates if It
Is raining?

B Clashing timetables.

Always ask what else is hop-
pening at the venue,

If the venue has booked out
the conference room to anoth-

i

e organisation

ar party in the evening it usual-
ly means you will need o be
ot of the room by Spm so they
can tum the room around for
the next guests. Does this fit in
with your schedole and plans?
Are any competitors or con- -
flicting events also a1 the
venue? il

B Pick me ups. i

If you have air tavellers, -
ensure your transfers  clear
Expect 30% of delegates o
walk straight past the pick-up
tlgn ar the airport and phone
up the omguniser complaining
there s no transfer for them,

Most airports  have wo
entrances that people walk out
of into arrivals, A good tip is to
have two people standing on
cach entrance and alsn @
sweeper with a sign poing back
and forth.

For those who still miss
leave instructlons in their
information pack to meet at .
the information desk in
arrivaly This should evold rmn-
domly lost walls and stmvs!

B Chooss wisely,

If you are using an ouiside
events company b help, trust
your g instinct. They should
obviously be good Hsteners
and highly organieed. B you
will be spending a lot of tme
talking and going through
detalls together, -

S0 as much as valulng theis
expertise amnd fdeas, you
should also enpoy thelr compa-
my and be able 1o work honest
Iy and effectively together

B Start early.

Ihe earlier you siart the
more choice you will have.
Venues get booked eziﬂy,

- MWatch the budget




