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         Visit our How To website at www.howto.co.uk
         
  
         At www.howto.co.uk you can engage in conversation with our authors – all of whom have ‘been there and done that’ in their specialist fields. You can get access to special offers and additional content but most importantly you will be able to engage with, and become a part of, a wide and growing community of people just like yourself.
         
  
         At www.howto.co.uk you’ll be able to talk and share tips with people who have similar interests and are facing similar challenges in their lives. People who, just like you, have the desire to change their lives for the better – be it through moving to a new country, starting a new business, growing their own vegetables, or writing a novel.
         
  
         At www.howto.co.uk you’ll find the support and encouragement you need to help make your aspirations a reality.
         

      

      

    


  

    

      
         
             

         
 
         How To Books strives to present authentic, inspiring, practical information in their books. Now, when you buy a title from How To Books, you get even more than just words on a page.
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            My tireless supporter. My inspiration. My father.
For Jeff Clogg
            

         

      

      

    


  

    

      
         
         

         
            Preface

         
   
         This step-by-step quide has been created solely to take you through the process on how to organise a successful event, focusing on three distinct phases: Pre-production (the aspects that need to be considered during the run up to the event); Production (what needs to take place on site during the event itself ); and Post production (the tasks you need to finalise after the event has taken place). Chapters 1–4 cover the pre-production stages, Chapter 5 covers production and Chapter 6 covers post production.
         

         I have not included any advice on setting up an event company, or the various legal requirements associated with running a corporate events business, nor have I provided comprehensive details on the various insurances and bureaucracy which have to be considered, or the procedure for issuing invoices and making/receiving various payments when working in this field.

         I have, however, concentrated on providing guidance for those people who wish to organise events within the UK; working overseas (although sharing some of the same processes) is a different ball game altogether.

         As this book has been written for a multitude of people who, in one way or another, are in the position to organise events, I have assumed that, whatever their circumstance, the persons in question are quite simply ‘good to go’. If you would like any advice on the legalities pertaining to this industry or further clarification/assistance on any subject touched upon in this book, I have listed some addresses at the back of this publication (‘Helpful Contact Details’) which you may find useful.

         For the purpose of demonstrating the various processes, I have assumed that the person reading this book wishes to become a proficient event organiser and works in the capacity of organising events on behalf of his/her employers/company or has an end client. For either scenario, I have assumed that someone, whether this be a boss, colleague or client provides the original event brief, the ‘brief provider’.
         

      

      

    


  

    

      
         
         
 
         
            Introduction

         
 
         Having stumbled into event organising purely by accident, it never ceases to amaze me that, two decades on, I am still passionate about the job that I do.
 
         I have organised hundreds of corporate events, with the majority of these having gone totally to plan but there have been a few (no matter how much precise planning applied) that simply took a very different course. So, the skill of a good event organiser isn’t just about how to manage an event when it is going fantastically well, but it’s also about how to cope when things don’t go exactly to schedule. This book is my personal take on how best to organise an event and I will share with you how, with forethought and processes in place, it is my belief that even the most potentially disastrous situation can be turned into a true feat of perfection.
 
         My motto is ‘that will do, will NEVER do’ and if you empathise with this sentiment then you are going to love this book. It will become your reference manual and trusted companion. However, for those of you who are not so great on attention to detail, let me allay your fears as this book will provide you with a tick list on how you can also achieve fantastic, consistent results with the least amount of fuss, stress and worry. As with my job, I am also passionate about sharing my experience with you and, at the end of this book, I hope that you will also feel passionate about your role as a proficient event organiser.
 
         All emotions aside, when it comes to organising and managing events, although the job role sounds very exotic and exciting, really it is just damned hard work! Nevertheless, when you get it right (although there may be some tears along the way and most definitely some sore feet) the rewards are undeniably worth all the effort. I feel that it is one of only a handful of professions which allows you to see the job through from beginning to end and it is a role that I think I will still be doing for many years to come. It’s in my blood.
         
 
         Although it may or may not be in your blood, as budgets get tighter, more and more people are asked to organise events as part of their normal job specification. This book isn’t just aimed at people who have to organise events on this basis. (You may already be a trainee in the industry or be an old hand but want a refresher. Or you may be a student or an individual seeking a career change and would like a head start.) Whatever the circumstance, this book is for people who have to or want to perform and deliver with excellence but do not have the benefit of 24 years’ event organisation knowledge to do so. Now, help is at hand – you can draw upon my many years of experience, quite literally at the turn of this page.
 
         One thing that remains constant throughout, regardless, is the process that it takes in order to achieve the perfect event. This comprehensive guide will take you through a step-by-step process of event organising and, when the time comes, it will show you how to manage the event proficiently by utilising a very helpful tool, which I affectionately refer to as my ‘event bible’. The end result being: happy guests or happy clients or perhaps a happy colleague or boss, but most importantly, happy you and by the time you have completed this book you will also fully appreciate why Happiness is truly a Ticked-Off List!
 
         Karen Lindsey

      

      

    


  

    

      
         
         
 
         
            The  step-by-step  process
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            Chapter 1
 
            Innovation

         
 
         No matter what type of event you are organising: a party, conference, awards ceremony, team building, activity day, press and product launch or family fun day, the only way that you can guarantee the event’s success is PLANNING, PLANNING AND MORE PLANNING.
         
 
         When events run smoothly, people tend to think that life as an event organiser is a simple one. However, events only normally appear to run effortlessly because of all the pre-production planning that has been undertaken.
 
         As the organiser, you are perceived and should strive to become, the smooth interface between the host of the event and all third-party suppliers. It sounds like hard work but by following the simple steps that I am about to share with you, even the planning itself takes on a process which helps to identify exactly what it is you have to organise, the time scale in which it has to be achieved along with how to manage the duties within a set time frame, in small, manageable chunks.
 
         I will ask you to don many a hat during the organisational process as, after all, you are Superman or Wonderwoman, aren’t you? (Or so your boss, colleague or client assumes, as you aspire to pull even the biggest of rabbits out of the smallest of hats at just a moment’s notice.) So, if you still want to embark on the ‘I wish to be a proficient event organiser’ journey, which provides little thanks but is of immense personal reward and you are apt at displaying the serenity of a swan swimming on a calm lake while really paddling like crazy below water – event organising could certainly be for you.
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Top Tick Tip
            
 
            My advice is to buy a very large hat stand, a snug computer chair and, for all you ladies out there, an array of attractive but remarkably comfy shoes.

         
 
         Establishing the Brief
 
         The first task on your to do list is to establish the brief. This may be with your boss, colleague or client – whoever it is for is immaterial, as the process is the same. This first stage of your pre-production phase is where you start to ask some searching questions with a view to obtaining some considered answers. This ‘identifying the brief’ stage has to be undertaken for every event, whatever its nature. It will save you time and much energy in the end.
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Top Tick Tip
            
 
            People often ask me what the ideal lead in time is for an event. I always give the same answer, as much time as possible.
 
            Unfortunately, you may not have a choice of when you are called in to take a brief but at least 12 weeks is a reasonable time frame. I prefer longer as you have more time to investigate, contemplate and action but I have had to turn around events within 48 hours – I wouldn’t recommend it, but it can be done. So try to obtain as much lead in time as possible. It is far less stressful for you and it makes for a better end result.

         
 
         Although I will endeavour to provide guidance on the various steps throughout this book, my objective is to get you thinking like a proficient event organiser from the outset and so, just for a moment, let’s get you in the right frame of mind.
 
         Don your ‘guest’ hat and grab yourself a pen and pad. Let’s imagine you have personally been invited to a special occasion. As a guest, what do you immediately look for on the invite? Take a moment, prior to reading any further, to write down the key information you feel, as a recipient, you would like to know.
 
         Done that? If you are like me, I immediately search for what the occasion is for and from whom? When is it? What time is it? Where is it? Is it just for me or can I take a guest? Applying your thought process to formulate a brief is just an extension of your thought process when receiving an invite.
         
 
         Now, switch hats and don your ‘event organiser’ hat. While considering the extended invitation scenario, as the event organiser, write down some key questions that you feel would need to be clarified from the brief provider.
 
         Some of the key questions that I’d wish to be clarified would include:
 
         
            [image: alt] what is the event for?
            
 
            [image: alt] what type of event is required?
            
 
            [image: alt] who is staging this event? (company/department)
            
 
            [image: alt] what is the preferred date?
            
 
            [image: alt] what are the timings?
            
 
            [image: alt] where is the preferred location?
            
 
            [image: alt] are partners invited?
            
 
            [image: alt] who will be invited?
            
 
            [image: alt] what age group will be attending?
            
 
            [image: alt] what percentage of the guests are male and female?
            
 
            [image: alt] how many guests?
            
 
            [image: alt] what is the desired event format?
            
 
            [image: alt] is food and drink required?
            
 
            [image: alt] is entertainment required?
            
 
            [image: alt] what about a theme?
            
 
            [image: alt] any decoration required? (if relevant)
            
 
            [image: alt] any overnight accommodation required?
            
 
            [image: alt] what is the dress code?
            
 
            [image: alt] is transportation to and from the location required?
            
 
            [image: alt] what is the key objective?
            
 
            [image: alt] is this perceived as a 3*, 4* or 5* event?
            
 
            [image: alt] have any events similar to this been arranged before?
 (If so: where, when and how successful were they? 
 Anything in particular that worked well and anything that didn’t?) and most importantly…
            
 
            [image: alt] what is the budget? (Including or excluding VAT.)
            

         
 
         How did your questions compare? Once these types of questions have been posed, it will not only help the brief provider to re-consider all their objectives and to formulate an accurate requirement, it will help you when the answers have been fully considered. This is the starting point of your event organisation.
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Top Tip Tick
            
 
            Don’t be surprised when you have seemingly identified the event requirements and undertaken some initial research, the brief changes and you have to go back to the drawing board. Sometimes, considering the brief is only the start of the brief provider identifying exactly what they want. Take a deep breath and count to ten and try to factor into your planning that this situation may, indeed, arise.

         
 
         Producing the Event Brief
 
         Your next step would be to type yourself an Event Brief, which is a document that clarifies all the objectives of an event. This document, when kept close to hand, will help to constantly reaffirm the requirements of the event during the initial stages of the pre-production period.
 
          
         So now I have managed to get you thinking like a proficient event organiser, let’s move this on to the next stage. To help explain and demonstrate a little better, from hereon in, I am going to work through the processes with you, based on a fictional event. For the purpose of this example, let’s suppose that the brief provider is your boss. The following, in no particular order, are the answers to the questions posed previously.
 
         
            Event Brief
 
            
               
                            
                              
                                     
                           	Event:             
                           	Party
             To celebrate the opening of an office in Paris
                                    
                        
         
                                     
                           	Location:             
                           	Central London         
                        
         
                                     
                           	Date:             
                           	July 22nd         
                        
         
                                     
                           	Guests:             
                           	200 guests/clients including partners, all aged from 20 to 50. 
             50/50 split male/female
                                    
                        
         
                                     
                           	Requirements:             
                           	Dinner, dancing and entertainment
             (Pre-dinner drinks and wine with dinner)
                                    
                        
         
                                     
                           	Time:             
                           	19.30 – midnight         
                        
         
                                     
                           	Theme:             
                           	French         
                        
         
                                     
                           	Transportation:             
                           	None required         
                        
         
                                     
                           	Budget:             
                           	Approx £150.00 plus VAT per head         
                        
         
                                     
                           	Vision:             
                           	4* event (but with 5* service and style)         
                        
         
                                     
                           	Note:             
                           	Accommodation only required for management team 
             Dress code – formal
             Invitation required
                                    
                        
         
                                     
                           	Objective:             
                           	To celebrate this landmark and to thank the customers for their continued support. (Previous corporate events, although well attended, have not been particular memorable as they followed a traditional format. This year, the format is to change with the emphasis being on fun with a break away from tradition.)         
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Top Tip Tick
            
 
            Once the Event Brief document has been typed, I find that it is a good idea to run this past the brief provider so an agreement can be obtained that his/her objectives have been completely understood, priorities identified and flexibility clarified. This should spur the person into clarifying his/her requirements prior to giving the authorisation to continue – saving valuable time, him/her money and most definitely your sanity.

         
 
         Selecting the Location
 
         Considering the Location
 
         So, now you have identified the event format and objectives, what’s next?
 
         One of the most important aspects of an event is the location selection. Apart from when organising a function within your company’s or client’s office building, no matter the type of event, you will need to find a suitable location.
 
          
         The location not only has to be able to accommodate the function size but, most importantly, it has to be fitting to the image, demographics of the guests, event requirement and also to the theme, should there be one.
 
         The golden rule is to study the Event Brief and contemplate whether there are any key aspects that need to be considered (depending upon the event in question). Later on in the book, I highlight some key considerations when choosing a location, taking into account each type of event – you may like to read these prior to undertaking a location search.
 
         However, for the purpose of guiding you through this step-by-step process, let’s assume that there are no particular aspects that need to be taken into account when considering the location – it just has to be fitting to the requirements of the fictional brief.
 
         I suggest you always start by investigating two types of locations:
 
         
            [image: alt] hotels
            
 
            or
 
            [image: alt] venues
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Top Tip Tick
            
 
            If an event has a specific theme, then in my opinion, this should be applied throughout all aspects of the function. This, therefore, begs the question; should the initial selection process of a location be because of its suitability to a theme or its adaptability potential?
 
            It’s a chicken and egg situation really as there is no correct answer to this dilemma. My solution is always to investigate locations thoroughly while keeping the event theme at the forefront of my mind.

         
 
         As a rule of thumb, ‘hotels’ have accommodation and are normally specifically designed to host a range of events while ‘venues’ invariably do not have accommodation and offer facilities which have not been specifically designed for hosting functions but can be adapted to enable them to take place. Venues include establishments such as museums, stately homes or art galleries.
         
 
         For instance, while considering the fictional brief … as the Party is a celebration to commemorate the opening of an office in Paris then there is an opportunity to create a specific theme, indeed, one has been requested. A location such as an art gallery housing Monet’s paintings could potentially be a fitting venue but, when considering a fictional event of this nature, other factors also have to be contemplated, such as the availability of preparing the venue during opening hours and whether the location is conducive to high spirits.
 
         The other consideration is whether the event is required to take place in an ‘exclusive’ environment. The chances are, if selecting an hotel, then the function may not be the only event taking place within the property. Consequently, if securing a venue, then some establishments will only run one event at any one time, which is great in one way but not so great on the pocket! Exclusive hire can be costly but if budget is no object, it is a fantastic way to ensure that the event is just that little bit more special.
 
         A word of warning, however. If exclusively hiring a venue, such as a castle, then in addition to the hefty ‘exclusivity’ charge, you may also need to factor the costs for hiring in absolutely everything that is needed for the event such as tables, chairs, linen etc and when considering catering, the caterers will most probably need to hire all their catering equipment so costs can escalate.
 
         It’s really horses for courses. For this particular example, utilising a hotel which could be ‘themed’ to fit the occasion, provide the flexibility of overnight on-site parking, the facility to set up and prepare during working hours, the ability to utilise party theming and to be able to dance plus the option of on-site accommodation – for me, that would probably tip the balance when considering a hotel rather than a venue. The fact that this fictional event does not have an unlimited budget would also be a key factor.
 
         
         
 
         Undertaking the Location Search
 
         If you have a knowledge of locations when considering a brief, normally one location in particular would spring to mind. Nonetheless, if you are a novice in this field, you may not know where to start.
 
         There are two main options that you can take. If you are working within an event organisation or an individual acting on behalf of a client, then you most probably would like to undertake the location search yourself or, if you are working on behalf of a company which wishes to host the event, then you may like to call upon the services of a location/venue find agency.
 
         To explain a little further, if you are a professional event organiser or a ‘find’ agency, most hotels and venues that wish to secure corporate business will pay the organiser or agent a ‘placement’ commission. This normally ranges between 8–10% of either anything ‘pre-booked’* or based on ‘delegate’ rates (net of VAT).
 
         * Pre-booked generally means that the agency commission will be based in relation to the details originally featured on the contract, while some locations also allow for any subsequent amendments made to the contract prior to the event date.
         
 
         Unfortunately, commission is not paid by locations directly to a company hosting the event, so, if you are organising an event on behalf of a company that you work for, then I am afraid that agency commission cannot be secured. This means that, if you want to cut out a lot of work, it may make sense to seek the services of a ‘find’ agency as you shouldn’t be charged for a location find service because the agency would be paid commission by the location (although terms and conditions do apply and vary between each location find agency.)
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Top Tip Tick
            
 
            The more information you can give a location/venue find agency the better. They will need to know the type of location that you are looking for in order to effectively narrow their search. If you don’t know, be honest about the overall budget and what this needs to include so that they will be able to work out roughly what allocation would be available for the location in order to accurately undertake their investigations.

         
 
         Conversely, if you would like to undertake your own location search, there are a few key avenues to explore:
 
         
            [image: alt] trade books/CD ROMs;
            
 
            [image: alt] tourist boards;
            
 
            [image: alt] the internet;
            
 
            [image: alt] word of mouth; or
            
 
            [image: alt] head/sales office.
            

         
 
         First, there are many ways to investigate locations when sourcing from trade publications but two of my personal favourite sources of information have always been the Blue & Green Book and Johansens. These informative, quality reference books and CD ROMs enable you to easily identify hotel and venue suitability in terms of location, size, style and facilities.
 
         Second, depending upon the region I am researching, I also like to contact the relevant tourist board and ask them to forward their Convention Book/Location Directory which details all hotels and venues that can host corporate events within its area.
 
         Third, with the innovation of the Internet, came an impressive communication tool: the facility for the most novice of event organisers to undertake thorough location searches. It should be said that also found on the internet are ‘associations’. These bodies can help to identify locations that fulfil certain criteria. (See Helpful Contact Details.)
         
 
          
         Fourth, colleagues, friends and even local reporters always have something to say about their experiences of attending events at a variety of locations – why not be bold and just ask their opinion? If someone has had a dreadful experience at a location (although it doesn’t always follow that you will also receive a similar negative experience) you may find that you automatically place this location on your ‘B’ list, saving time and energy to concentrate on locations that are to be placed firmly on your ‘A’, to investigate further, list.
 
         There is a fifth option, should you wish to host your event with a hotel, and that is to contact the Head/Sales Office of the major hotel chains. Some favour this option as each Sales Office will contact all relevant hotels within its chain and, basically, undertake all the leg work for you. I prefer to contact hotels on an individual basis, but it is purely down to personal choice.
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Top Tip Tick
            
 
            There is a sixth and important option but it is not always accessible to ‘non trade’ and that is to attend exhibitions. Exhibitions, such as Event UK (previously the National Venue Show) that focus on promoting locations in the UK while Confex exhibits locations in both the UK and overseas. Both encourage the attendance of anyone who organises an event whether the person is an existing event organiser, personal assistant, executive assistant, secretary or of management status within a company. My advice would be to visit exhibition websites to establish whether there are any limiting factors for attendees or whether ‘all’ are welcome. (Website details feature in Helpful Contact Details.)

         
 
         Keeping a List
 
         So, whichever path you choose to identify potential locations, after establishing a number of options, write a secondary list of those that you feel are worth contacting – your ‘A’ list if you like. Constantly refer to the Event Brief to keep in mind the objectives of the event and see if any locations in particular jump out at you as being a potential winner. The locations that, on paper, seem to best fulfil the brief are the ones to be placed on to your ‘A’ list.
 
          
         Here are a few more pointers:
 
         
            [image: alt] Allow ample time: If you are undertaking the location search yourself, bear in mind that this is quite a laborious task and that you should set aside anything up to five days in which to complete the initial search and document the responses.
            
 
            [image: alt] Whom do you contact? When contacting a location, ask to speak to a representative in the conference and banqueting department.
            

         
 
         Once a contact has been established, I find that it is always best to email across a written brief, which is typed either on letterhead or features all contact details so that it is very clear to the person in question where and whom to contact when they formally respond.
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Top Tip Tick
            
 
            Always, always, ask for the location’s suitability and quote to be sent in writing. That way, if there are ever any questions or conflict in the future, everything is in black and white. If you receive information by telephone, confirm your understanding back in writing and ask them to respond as to whether your understanding is correct or indeed incorrect. It’s better to be safe than sorry.

         
 
         Redefining the Brief
 
         In order for the location to confirm its suitability and costings, the hotel or venue need to be informed of some key information and, as such, I tend to create a Location Brief which is basically a tweaked version of the Event Brief document.
 
         The information that you are trying to establish is whether the location is suitable, whether it is available and how much it will cost? Hence, the location needs to receive some key, factual, information.
 
          
         Referring to our fictional scenario, take a moment to complete this document with the information that you feel a location would need to know while utilising the following headings as featured, in part, on the original Event Brief:
 
         
            Location Brief
 
            Event:
 
            Location:
 
            Date:
 
            Guests:
 
            Requirements:
 
            Time:
 
            Theme:
 
            Vision:
 
            Accommodation:
 
            Objective:
 
            Pre-requisite:
 
            Please confirm the following:
 
            [image: alt]
            

            [image: alt]
            

            [image: alt]
            

            [image: alt]
            

            [image: alt]
            

            
            [image: alt]
            

            [image: alt]
            

            [image: alt]
            
 
             

         
 
         The following Location Brief includes the information that I would incorporate. How did your Location Brief compare? Your descriptions may, of course, vary from mine and don’t worry if you inadvertently missed out any key information – by the time you have finished this book, you will be thinking like a proficient event organiser so these clarifications and questions will, eventually, readily spring to mind.
 
         
            Location Brief
 
            
               
                            
                              
                                     
                           	Event:             
                           	Party         
                        
         
                                     
                           	Location:             
                           	Central London         
                        
         
                                     
                           	Date:             
                           	July 22nd         
                        
         
                                     
                           	Guests:             
                           	200 x guests         
                        
         
                                     
                           	Requirements:             
                           	Drinks reception 
             Dinner (formal) Dancing
             and entertainment
                                    
                        
         
                                     
                           	Time:             
                           	19.30 – midnight         
                        
         
                                     
                           	Theme:             
                           	French         
                        
         
                                     
                           	Vision:             
                           	4* event (but with 5* service and style)         
                        
         
                                     
                           	Accommodation:             
                           	Required for 10 x single occupancy rooms, plus additional rooms may be booked direct by guests wishing to stay overnight         
                        
         
                                     
                           	Objective:             
                           	A celebration and a thank you to clients         
                        
         
                                     
                           	Pre-requisite:             
                           	Flexibility – wish to enhance the overall experience with the theme which may include food, drink, etc.         
                        
     
                      
                  

               

            
 
            Please confirm the following:
 
            
               [image: alt] Your availability.
               
 
               [image: alt] The suitability of your location and the function rooms/areas that you would suggest utilising.
               
 
               [image: alt] Whether there are any restrictions which may have some bearing on the event.
               
 
               [image: alt] Your maximum capacity for the layout required.
               
 
               [image: alt] Whether there is anything in particular your location could offer when considering a theme of this nature.
               
 
               [image: alt] The costs associated with this event.
               
 
               [image: alt] Agency commission (if applicable).
               
 [image: alt] Whether costs are inclusive or exclusive of VAT.
            

         
 
         When you receive a response, you will be able to gauge how suitable the location is for your particular needs. In particular, when enquiring if there are any ‘restrictions’, you will be able to determine whether adhering to limitations is likely to curtail any element of the event. For example: if selecting a location that is within a residential area, the location may request that the event organiser (and any relevant suppliers) adhere to a code of conduct. This code is normally compiled to ensure that disruption to residents is kept to the minimum. As the event organiser, you would normally be obliged to comply with strict load-in and load-out timings, parking and traffic monitoring along with limiting the level of sound for recorded or live music – so, it is always worthwhile checking on any restrictions at this early stage.
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Top Tip Tick
            
 
            If a location is available and is deemed suitable for your requirements, place the date/location on ‘provisional hold’. This is the equivalent of ‘pencilling in a date’. The location will hold this date without commitment until the requirement can be formally confirmed or until the location receives another enquiry for the provisional date you have held. In which case, the location will provide a date by which you or the brief provider will need to confirm the event or release.
 
            You may hear the term ‘first’ or ‘second’ option. If the location  informs you that the space can be provisionally held on ‘first’ option  this means that you are the first in the queue and there are presently  no other interested parties. If the location states that space will be  held on ‘second’ option this means that someone else is presently  holding the same date. The location will confirm the terms that you  could move up to first option i.e. the party presently holding has been  given a deadline by which to confirm their event or whoever confirms  first will be assigned the date(s).

         
 
         
         
 
         Confirming the Charges
 
         When organising an event which takes place during the day and/or follows through to an evening affair, you should ask the location to confirm their day delegate rate (DDR) or, if guests are staying overnight, their 24-hour delegate rate.
 
         The day delegate rate normally includes the following main aspects:
 
         
            [image: alt] main function room hire (during event timings and where guests are present);
            
 
            [image: alt] morning and afternoon refreshments (two or three servings depending upon hotel/venue);
            
 
            [image: alt] lunch.
            

         
 
         The 24-hour delegate rate would also include:
 
         
            [image: alt] dinner;
            
 
            [image: alt] bed and breakfast.
            

         
 
         However, if you require an evening event, such as the type of function specified for the fictional brief, the location is likely to charge a room hire and separate catering cost or a dinner rate that includes room hire.
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Top Tip Tick
            
 
            As some venues do not have accommodation on site, their costing structure may be different to a Delegate Rate, i.e. they will charge room hire along with food and beverage separately. However, some venues or hotels will not charge room hire if there is a large number of guests attending. It is advisable, if a room hire charge is levied, to enquire if the location will negotiate on this aspect of their quote. Indeed, it is always advisable to see if there are any circumstances in which they will negotiate on their rates across the board. Well, if you don’t ask, you certainly won’t get.

         
 
         
         
 
         Methods for Administrative Housekeeping
 
         As you receive quotes from various locations, you will undoubtedly start to generate and accumulate lots of pieces of paper and emails. Soon enough, these will be sprawled over your worktop or desk – so now is the time to open your Event Organiser’s File.
 
         Obviously, you will manage your computer files as you deem fit, regardless of your computer and everyday administrative ‘housekeeping’ methods. (Not to be confused with the term associated with a hotel, although there are some similarities.) Good administrative housekeeping is all about keeping your files in order and administration up together.
 
         I know that the following suggestion may seem a little antiquated but in order to track and monitor information easily, promptly and reliably you may wish to follow how I worked for many years and that is to print out every document and work from a hard copy file.
 
         Printing out all documents is by far the best way of keeping totally abreast of the pre-production phase but, ecologically, I found myself questioning this method more and more and no matter how many trees I contributed towards to be replanted, I felt that there had to be a better way forward. A few years ago I addressed the issue of utilising copious amounts of paper and cartridges by limiting myself to just printing out key documents but actioning emails as they arrived to ensure that I kept on top of the organisational process.
 
         This change of practice was timely as November 2007 saw the publication of BS 8901 which has now been superseded by BS 8901:2009, Specification for a sustainability management system for events. This British Standard has been drafted to help those involved with events conduct business operations in a more sustainable manner. Although as a British Standard it is not obligatory (not yet anyway), in this day and age I personally feel that we should all consider how we can ‘do our bit’ to create events that are environmentally friendly – communicating by email, reducing the amount of paperwork generated and recycling when considering the task of administrative housekeeping; it can all help. (On how to obtain your copy of BS 8901 and details of other very useful information sites, please see ‘Helpful Contact Details’.)
         
 
         So let us assume that you will also be opting for the more space efficient and environmentally friendly way of organising the event and you err towards printing out only key documents …
 
         Get yourself an A4 hard bound lever arch file along with some section dividers. Also place in the front of your file an A4 To Do List Sheet and Extra Costs Sheet. The index headings on the section dividers can change for each event requirement but, generally, I would suggest you create your file while incorporating the following headings.
         
 
         
            [image: alt] To Boss/Colleague/Client (whoever is the brief provider).
            
 
            [image: alt] From Boss/Colleague/Client.
            
 
            [image: alt] To Location.
            
 
            [image: alt] From Location.
            
 
            [image: alt] To Supplier(s) (these can be broken down into sub headings depending upon the number of suppliers being utilised for the whole event).
            
 
            [image: alt] From Supplier(s) (as above).
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            [image: alt] Contracts/Agreements.
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Top Tip Tick
            
 
            There are a number of software programmes on the market to assist with the organisational process of an event. Although these can indeed be helpful, I find that it is best to first have a basic understanding at grass root level prior to moving on to any computer software support. When you are thinking like a proficient event organiser, then you can draw upon additional support mechanisms.

         
 
         Your Document Management
 
         For all emails/letters that you feel are of sufficient importance to print out, file each document within the various appropriate sections. For those that require a response or an action, place the document (or copy) at the very front of the file. Only when suppliers have responded or you have actioned, do you place the original document and the response(s) into the main body of the folder. This way, at a glance, you can see from whom you are awaiting a key response or what action you still need to undertake. (This document management process should be consistent for all documentation, regardless of whom it is addressed to or from.)
 
         This process can be mirrored on your computer: only file away an email when you have received a response or actioned a reply.
 
         Also, if a supplier or the brief provider has asked a question and you are waiting to action it, keep this note, email or letter in the same manner and only file away into the relevant section of the folder when actioned. Again, this helps with the event organisation process. Tidy file/computer, tidy ‘relaxed’ mind!
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Top Tip Tick
            
 
            What constitutes an ‘important’ document? Any document that clarifies a costing, specific confirmation of action, contract, agreement, clarification to/from a supplier or the brief provider. Namely, any key document that needs easy access in the form of a hard copy.

         
 
         
         
 
         Compiling a To Do List and Extra Costs Sheet
 
         You may wake up in the morning and remember something that you need to do or you could be on the phone and something springs to mind… use the A4 To Do List at the front of your file to write anything down that you wish to remember. When you have actioned the task, highlight it so you know it has been done.
 
         (The Extra Costs Sheet is for use under similar circumstances as the To Do List. It is a reminder sheet of any changes that arise, and there will be many, subsequent to the initial costing innovation and during the course of the organisation, that have a bearing on the overall event costing. When you have incorporated this amendment into the body of the ongoing spreadsheet, the element can be highlighted off the sheet.)
 
         This is the start of ‘ticking off the list’ – the more highlighting you achieve, the happier you will feel.
 
         Creating a Guideline Costing
 
         So, you are now hopefully in receipt of some location options. Your next step is to create a guideline costing (Event Costing).
         
 
         I normally utilise a spreadsheet for this purpose and this is where the mindset of a proficient event organiser truly comes into play. (I also tend to add the acronym E&OE to the spreadsheet, this is just to clarify that the costs have been calculated to the best of my ability and any Errors and Omissions are to be Excepted.)
 
         
         
 
         Visualising the Event Step-by-Step
 
         I have previously mentioned about trying to think like a proficient event organiser. When you get to this stage, it’s all about visualisation.
         
 
         The best way to contemplate an event from beginning to end is to quite simply visualise every step of the way.
 
         Think of the fictional event we are together contemplating. What questions do you immediately think of when considering the complete function?
 
         To demonstrate what I mean, I am visualising myself as a guest arriving at the event. Now, I walk through the event which in itself raises many a question. Don your ‘guest’ hat once again and join me on the visualisation journey. (Some are relevant for costing purposes, others will be relevant for organisational purposes.)
 
         
            [image: alt] How do I know about the event?
            
 
            [image: alt] What should I wear?
            
 
            [image: alt] Do I know where it is?
            
 
            [image: alt] What are the timings of the event?
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            [image: alt] Will there be somewhere to leave my coat?
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            [image: alt] When I get there what will I do?
            
 
            [image: alt] Will there be drinks and nibbles upon arrival?
            
 
            [image: alt] Will I have to pay for my drinks?
            
 
            [image: alt] When I get there what will I see?
            
 
            [image: alt] When I get there what will I hear?
            
 
             
            [image: alt] Will I be sitting down to eat or standing up informally?
            
 
            [image: alt] Will I be sitting where I like or will there be a formal table plan?
            
 
            [image: alt] Will they have taken into account my special dietary requirement?
            
 
            [image: alt] Will I be having wine with my meal?
            
 
            [image: alt] What will the tables and the main dining room look like?
            
 
            [image: alt] Will there be entertainment during dinner?
            
 
            [image: alt] Will I need to pay for drinks after dinner?
            
 
            [image: alt] What can I drink after dinner?
            
 
            [image: alt] Will there be entertainment after dinner?
            
 
            [image: alt] How will I get home?
            

         
 
         Similar questions relating specifically to each event will always need to be asked – when you start to build your event content this will, at the same time, help with the costing and general organisation process. Therefore, visualising and asking yourself questions of this nature are REALLY IMPORTANT and this visualisation step should never be skipped.
 
         Adding Headings to Your Spreadsheet
 
         Now is the time to start placing the headings on to your Event Costing spreadsheet in sequential order on how the event runs and taking into account the questions that we have just asked above. For example, let us look at the first question.
 
         How do I know about this event?
         
 
         This question lends itself to considering: the invitation.
 
          
         How am I going to get there?
         
 
         This question lends itself to considering: the transportation.
 
         And so on and so forth. By donning your ‘event organiser’ hat, try to establish the aspects of an event which should be considered when contemplating the questions above.
 
         Following this section are the spreadsheet headings that I would consider for this particular fictional event based on the visualisation exercise.
 
         
            Event Costing
 
            Invitation
 
            Transportation
 
            Location/room hire
 
            Pre-dinner drinks
 
            Canapés
 
            Floral décor/theming (pre-dinner)
 
            Entertainment during pre-dinner drinks
 
            Table plan
 
            Place cards
 
            Dinner
 
            Dinner drinks
 
            Table centres
 
            Theming of main room
 
            Entertainment during dinner
 
             
            Entertainment after dinner
 
            DJ
 
            Accommodation (management staff)
 
            Contingency (inc. cloakroom attendant)

         
 
         NB: You will see that I have added a contingency element as, at this very early stage of the planning, you will not have worked out any logistics so a healthy contingency of around 10% of the budget is always advisable for any miscellaneous aspects that you will need to organise/provide as the event is developed. As such, until an aspect of the event such as the cloakroom attendant can be fully considered, it is best to place an element of this nature within a Contingency heading.
         
 
         The second spreadsheet features some costing allocations. I believe that this is the best way to get a true feel of the event while working towards a budget. You may recall that the budget was £150.00 per head and there were anticipated to be 200 guests, providing a total budget of £30,000.00 plus VAT. Imagining I utilised the costs I received from an ‘A’ list hotel, I started allocating (a) specific, where costs could be confirmed at this stage, i.e. from the hotel, and (b) general allocations, where costs were not known.
 
         
         
 
         
            
               
                            
                              
                                     
                           	
Event Costing (E&OE)
                                        
                           	
No:
                                        
                           	
Per person
                                        
                           	
Total
                                    
                        
         
                                     
                           	Invitation             
                           	              
                           	              
                           	£500.00         
                        
         
                                     
                           	Transportation             
                           	              
                           	              
                           	n/a         
                        
         
                                     
                           	Location/room hire             
                           	              
                           	              
                           	£2,500.00         
                        
         
                                     
                           	Pre-dinner drinks             
                           	200             
                           	£20.00             
                           	£4,000.00         
                        
         
                                     
                           	Canapés             
                           	200             
                           	  £8.00             
                           	£1,600.00         
                        
         
                                     
                           	Floral décor/theming  
             (pre-dinner drinks)
                                        
                           	              
                           	              
                           	£1,000.00         
                        
         
                                     
                           	Entertainment during
             pre-dinner drinks
                                        
                           	              
                           	              
                           	£1,000.00         
                        
         
                                     
                           	Table plan             
                           	              
                           	              
                           	£200.00         
                        
         
                                     
                           	Place cards             
                           	              
                           	              
                           	£250.00         
                        
         
                                     
                           	Dinner             
                           	200             
                           	£30.00             
                           	£6,000.00         
                        
         
                                     
                           	Dinner drinks             
                           	200             
                           	£12.00             
                           	£2,400.00         
                        
         
                                     
                           	Table centres             
                           	25             
                           	£50.00             
                           	£1,250.00         
                        
         
                                     
                           	Theming of main room             
                           	              
                           	              
                           	£1,500.00         
                        
         
                                     
                           	Entertainment during dinner             
                           	              
                           	              
                           	£1,000.00         
                        
         
                                     
                           	Entertainment after dinner             
                           	              
                           	              
                           	£1,500.00         
                        
         
                                     
                           	DJ             
                           	              
                           	              
                           	£800.00         
                        
         
                                     
                           	Accommodation (management staff)             
                           	10             
                           	£150.00             
                           	£1,500.00         
                        
         
                                     
                           	Contingency (inc. cloakroom attendant)             
                           	              
                           	              
                           	£3,000.00         
                        
         
                                     
                           	Total             
                           	              
                           	              
                           	£30,000.00         
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            Top Tip Tick
 
            When contemplating room hire costs, always bear in mind whether you anticipate needing some set up time to prepare the main room for erecting audio visual equipment, rehearsals, theming, etc.
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            Remember to ensure that all the rooms that you need access to are indeed  available for set up when initially requesting availability and feature  this request on the Location Brief – also remember to include this  element and costing ramification into your Event Costing spreadsheet.

         
 
          
         The Event Costing example demonstrates the elements coming in within budget but my first guestimation of costs transpired to be £2,400.00 over budget. How did you do? I played around with the allocations so I could obtain a feel of the costs I would need to secure from the various suppliers in order to bring this fictional event in within budget.
 
         By undertaking a guideline costing of this nature, you will soon be able to identify the anticipated elements that could be organised within the budget. You will be able to identify from your ‘A’ list the location that best suits the budget while some of your options will be eliminated purely because of budgetary factors. All of which will help to narrow down the options.
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            Top Tip Tick
 
            When considering costs you need to ascertain, for a function similar to our fictional event, the table configuration for the anticipated number of guests. Rule of thumb: a 5 ft round banqueting table can sit eight guests comfortably. In my opinion, ten guests on a table of this size would be a little tight.
 
            When the location confirms that it can accommodate this number of guests, always ask what size tables they provide and how many guests they have allocated per table. Further, ask them to provide a floor plan indicating the layout they are suggesting – there is nothing worse than guests feeling that they have been squeezed on to a table or, indeed, into a room so, best to check first.
 
            Likewise, should you be organising a conference, you should always request the location to forward floor plans specifying how they visualise seating your maximum amount of guests in the layout requested, i.e. theatre style, cabaret, etc.

         
 
         
         
 
         Informing your Brief Provider
 
         Now that you have undertaken a search, short listed the locations and created a guideline costing, it’s a good time to seek some feedback from the brief provider.
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            Top Tip Tick
 
            If, like me, you are keen to organise events that are more sustainable, having researched and considered how you can create an event that is more environmentally friendly, you may also like to share at this time how you anticipate considering sustainability throughout the entire event life cycle and seek the engagement and support of all event stakeholders including the brief provider.

         
 
         If he/she is happy in particular with the elements that you intend to include within the budget and the location options, the next stage is to undertake a site visit to the short-listed locations. (You may, however, have one location, in particular, you wish to visit prior to concentrating on any of the other short-listed locations. This is perfectly understandable, as site visits are extremely time consuming.)
 
         You will need to once again communicate with your designated point of contact at the location(s) to arrange a site visit. Prior to making this call or email try to identify more than one date and time that the site visit can take place as the location will need to make certain that the areas that you will potentially be using are available to view. Try to give as much notice as possible in order to organise this site visit so that you can get the most out of the inspection.
 
         
            
               
[image: ]
               

               
                  
               

            
 
            Top Tip Tick
 
            Do be aware that the location’s aim is to sell its facilities and if they manage to confirm an event which utilises your anticipated areas prior to the site visit– these facilities may cease to become available for inspection. Ask the location to notify you should this situation arise, so that you can reschedule the site visit.

         
 
         
         
 
         Making your Site Visit
 
         Prior to setting off on your site visit, make sure that you are well prepared. Take an A4 pad and pen, a digital camera, a copy of the details/quote that the location forwarded to you along with, of course, the original Event Brief and Location Brief.
 
         On the way to the location, be aware of your surroundings and again wear your ‘guest’ hat. How easy was it to find this place? Constantly keep asking yourself questions – visualise yourself as a guest arriving at the location. Where can I park? Are there ample parking spaces? What about trains or bus routes? Are these close by?
 
         When you enter the location, consciously register how you felt when you arrived – were you pleased with what you saw? Were you excited or did the location leave you cold? Write down your thoughts every step of the way.
 
         As you walk into the location, note if you were greeted warmly and whether it was easy to get your bearings? When you approached reception, again, were you greeted courteously and expediently? Did you have to wait long for someone to meet you? All these tell tale signs are a good indication of how your function, if you chose this location, would be dealt with.
 
         When the representative from the conference and banqueting department greets and shows you around the areas she/he is proposing you utilise, while referring to the Event and Location Brief continue to visualise yourself as a guest and take photographs of the rooms you view. Are you happy with what you see and experience?
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            Top Tip Tick
 
            When on your site visit, take a moment to look below eye level. Is there wallpaper peeling by the skirting boards? Is there dust on the window sills? Are there dirty coffee cups lying around? I always feel that if a location takes care of its property and displays excellent housekeeping, this is a good indication that the event you are organising will be treated in the same impeccable manner.

         
 
          
         The initial site visit is a good time to establish whether the location has any ‘sustainability’ measures in place. These could be simple things such as whether they provide fresh, seasonal produce sourced from local suppliers; whether they are registered with the Green Tourism Business Scheme; whether they have a member of staff or team responsible for environmental management; whether they practise waste minimisation and have recycling facilities; and whether you could be given a copy of any environmental policy practised. Many locations may not yet have sustainability measures in place, although more and more are becoming attuned to the requirement. It is worth asking the question in order to highlight this particular demand and, hopefully, to encourage change. If sustainability is important to you, raise awareness of your efforts and share with them your desire for all those involved to engage and take practical steps to help reduce the event’s carbon footprint.
 
         Also, ask some miscellaneous details such as (should you be visiting a hotel) whether complimentary newspapers are provided for anyone staying overnight; whether mini-bars are fully stocked in bedrooms; and, very importantly, clarification of when the fire alarm tests are scheduled?
 
         Remember to also check on whether any business facilities are available and the costs associated with these services and if there are any specific dress codes that the guests would need to comply with.
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            Top Tip Tick
 
            When visiting a hotel and being shown a bedroom, always ask to see the good, the bad and the ugly! This way you will know what the best- and worst-case scenario could be. If the ‘worst’ bedroom has been titled as such due to, say, its size and location rather than condition/style of bedroom, ask if all bedrooms are of the same standard as the rooms that you were shown.
 
            Be sure to request the standard and position of bedrooms that you would like the guests to be assigned, should you bring the business to them. Also, request confirmation that the location is able to accommodate your wishes.

         
 
          
         When you are happy that you have seen everything you need to and, if not readily available on the location’s website or if not requested previously, make certain that you obtain two corporate packs (one for you and one for the brief provider). The packs (or equivalent CD ROMs) should contain: pictures of facilities, all room dimensions, delegate menus, drink tariffs, clarification of exactly what is included in the various delegate rates or costing structure, transport link details and directions/maps – all of which will be helpful to you at a later stage.
 
         NB: It should be mentioned that if you are undertaking a site visit which is some distance away from where you live or work and, if you are inspecting a hotel, the location should be able to provide overnight accommodation (subject to availability). Depending upon the policy of the hotel, they may provide bed and breakfast on a complimentary basis or charge a discounted rate that will be deducted off the main bill should the event be confirmed at a later stage.
         
 
         
            
               
[image: ]
               

               
                  
               

            
 
            Top Tip Tick
 
            Although the most environmentally friendly option is to create natural airflow, always ask about air conditioning. Sometimes a room can become very hot when there is a set present or theming in place. When combined with lots of guests (should the room not have large opening windows) air conditioning is a must. Also, when considering the general wellbeing of guests, identify whether there are any outside areas (should the event be taking place during the warm months) to take refreshments as guests always like access to some fresh air and smokers appreciate the respite.
 
            Finally, take a moment to register if your mobile phone signal is strong within all of the function rooms that are potentially being used, in particular where you would be based, i.e. a production office. Generally make sure that there is a phone with an outside line available and enquire regarding broadband/internet facilities including WIFI capability.

         
 
         
         
 
         Updating your Costing
 
         Now you have seen the available location(s), you may like to consider your findings and undertake some costing comparisons if you haven’t done so before. Utilising the guideline costing spreadsheet, insert the costs for each of the locations that are of greatest interest.
 
         You will now have in your possession a range of costing options based on a variety of locations and hopefully identified which is your preferred location. Prior to making the final selection, this is the time when you should try to negotiate further on costs quoted just to establish if there is any additional leeway. (You can always make each location aware that you are seriously considering its premises and they are firmly on the ‘shortlist’ to hopefully encourage some movement.) If they come back with a revised offer, place these revised costs into your Event Costing spreadsheet.
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            Top Tip Tick
 
            Most, but not all, locations charge their costs on an ‘inclusive’ of VAT basis, while most suppliers charge for their service ‘exclusive’ of VAT. It is important that when reaching this stage, i.e. updating your initial guideline costing with accurate location costs, that you remain consistent.
 
            Always check with locations, should their costs be ‘inclusive’ of VAT, that ALL costs quoted are inclusive as some aspects such as room hire are sometimes VAT zero rated. Assuming that all of the location costs do include VAT, I calculate and utilise the net figure, then these figures will correspond with all the suppliers’ figures. Ensure that the brief provider is aware that the costs featured on the spreadsheet are ‘plus’ VAT.
 
            There is one exception to this rule and that is if the company or client that you are working on behalf of is not VAT registered. You would need to ensure that all the costs that you feature are ‘inclusive’ rather than ‘exclusive’ of VAT. Under these circumstances, it may be advisable to take accountancy advice when initially setting up the costing aspect.

         
 
         
         
 
         Aquiring Authorisation for the Location
 
         This is the perfect time to request a meeting with the brief provider and to express to him/her your feeling as to the location which would, in your opinion, be best suited to the event, sustainability goals and, indeed, budget. Produce your updated Event Costing, which features the accurate costs from your preferred location but still has ‘allocations’ for the rest of the costings, so that all the facts known to date are to hand. Ensure that you also provide a copy of the location’s Corporate Pack (or together view the location’s website/CD ROM) and present any additional or relevant photographs taken during the site visit.
 
         At this stage, the brief provider may take your advice or wish to personally see your proposed location prior to giving the go-ahead. If this is the case, you will need to arrange for a secondary site visit to the location. When you do so, make sure that you inform the establishment well in advance of all the areas that you wish to visit and arrange your preferred schedule directly with them.
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            Top Tip Tick
 
            When the brief provider authorises you to confirm and proceed with the organisation of the event, make sure that you receive this authorisation in writing prior to confirming the location – even if this person is a work colleague. This way, should there be any conflict, you can prove that you were working under instruction and proceeded on this basis.

         
 
         Confirming the Location
 
         So, now you have gained the authorisation to proceed, the next step is to formally confirm the location. Once you have the location secured, this will be when you can start to relax and take your time (should time allow) to contemplate fully the content of the event and how you can best utilise the overall event budget.
 
          
         When you confirm the location, always, always, do so in writing and cover the following items!
 
         
            [image: alt] Date of event.
            
 
            [image: alt] Name of function rooms utilised.
            
 
            [image: alt] Number of bedrooms required, position and standard expected (if applicable).
            
 
            [image: alt] Approx number of guests.
            
 
            [image: alt] Guideline timings of event (including set up and actual event).
            
 
            [image: alt] Confirm agreement of costs and whether they include or exclude VAT.
            
 
            [image: alt] Provide details of the person responsible for signing the contract and issuing payment.
            
 
            [image: alt] Confirm who you understand the contact to be at the location.
            
 
            [image: alt] Reiterate your desire for them to engage with you to produce a sustainable event.
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            Top Tip Tick
 
            Should you need to confirm any bedroom requirements, forward to the location an accommodation spreadsheet in ‘pecking order’ if you are in the position to do so at this early stage. This will mean that those guests who should be allocated the best rooms will be prioritised accordingly. (When discussing accommodation requirements, always check to see if the hotel will offer any complimentary upgrades plus whether it will provide any special touches such as chocolates, fruit or flowers for any key guests.)

         
 
         Dealing with the Contract
 
         Once your letter of confirmation has been received, the location will undoubtedly wish to go to formal contract expeditiously.
 
          
         When you receive the Contract, carefully read through the details featured to make sure that they are as you have previously agreed and understood. If not, go back to the location so that they can rectify this and, where necessary, raise a revised Contract.
 
         Depending upon the circumstance, you, your boss, colleague or client may wish to sign the Contract. Just ensure that whoever is undertaking this task is authorised to do so, especially if signing ‘on behalf’ of a company thereby becoming ‘the contracting party’.
 
         Part of the Contract will be the location’s terms and conditions. My advice to all my clients is simple. If in doubt, seek legal advice prior to signing anything. If, conversely, you have a query which is not so much a legality but more of an understanding issue, seek further clarification with the location and where applicable, request amendments.
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            Top Tip Tick
 
            Locations’ terms and conditions are all different. There are, however, normally two key clauses that you may like to consider and discuss in detail with the location prior to the contract being signed. There will probably be one clause which relates to function room usage. Locations normally include a clause allowing them to change the agreed function room without the client’s prior authorisation –this is, in my opinion, perfectly acceptable should they experience a problem that cannot be overcome, i.e. there is a flood in the room. If the function you are organising were not moved then the event could not go ahead. It is, nevertheless, always worth clarifying the circumstances that they would envisage undertaking this action while at the same time making it known that you would not accept a room exchange if it wasn’t under extenuating circumstances. For example, if the hotel had double booked then, to me, this is not a good enough reason to swap your room. Believe me, it can happen.
 
            This is even more relevant when you are organising a themed event or, indeed, a conference. All your theming and/or conference set will have been designed to fit within a specific room so a change of room would be unacceptable.
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            The second potential clause which is worth discussing at greater length relates to minimum numbers. Some locations will base the contract on minimum numbers; for example for an event where you are expecting 400 guests, the location may allow for a 10% leeway and base the contract on a minimum number of 360 guests. This would mean that if only 300 guests attend, they may still charge for 360.
 
            It is essential to ask at the outset for the maximum capacity of a room just to ensure that if the maximum number of guests wished to attend (i.e. 400), then they can still fit in the room. At the same time ask the location what minimum number of guests they would accept to guarantee the use of that particular room? They may say 300 guests and as such, you reduce the risk of unnecessary penalties if you ask the location to base the contract on the minimum with a view to being able to increase numbers up to the maximum at a later date.

         
 
         Within a location’s terms and conditions there should be details of cancellation policies, a payment section which outlines payment schedules (whether deposits are required and when stage payments are due) along with a credit application form – request an application form if not featured within the body of the document. My advice is to read these details very carefully and draw these clauses, if relevant, to the attention of the person signing the contract and authorising payments.
 
         One final word of advice. Until the Contract has been signed by both parties, nothing can be guaranteed. Wait for this important document to be finalised prior to informing any key personnel or actioning any requirement such as sending out invitations – a lot can happen in-between contract signing and you don’t want to end up with egg on your face.
 
         With this in mind, unless another location (which you may also have on provisional hold) has an alternative client who wishes to confirm an event on your specified date(s), try to delay formally releasing any other location until you, your boss, colleague or client have received a signed contract from the chosen location. Then again, if you are chased by an alternative location prior to receiving the exchanged contract, do have the grace to release your provisional hold to provide the location with the opportunity to resell the date. Regardless of the time frame, always take a moment to release all provisional holds – it’s just good manners.
         
 
         So to recap then, during your early days as a proficient event organiser, you have managed to undertake the following:
 
         
            [image: alt] identify and clarify the objectives of an event;
            
 
            [image: alt] hopefully consider how to create a more sustainable event;
            
 
            [image: alt] source a range of potential locations;
            
 
            [image: alt] undertake a site visit(s);
            
 
            [image: alt] create some guideline costings; and
            
 
            [image: alt] formally confirm a location.
            

         
 
         Great, you are well on your way. You can shortly start to contemplate the overall event design, but first, let’s look at the organisational process of this pre-production phase.
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