Developed by Indianapolis CVA


CONVENTION SERVICES – GENERAL CHECKLIST   
Initiate and maintain contact with the client.   Building a relationship means servicing smart and consistently:

1.            Confirm the contact(s).  Include name(s), title(s), address, telephone number, fax number and e-mail address.

2.            Confirm the hotel room block.

3.            Who is handling the housing needs?  CVB, the client, 3rd party or direct?

4.            Is there a rebate of promotional assessment?  Any other financial considerations or promised/obligations by the CVB?

5.            Are they using the Convention Center?  If so, do we know the details of the space blocked? Has the event coordinator at the Convention Center been assigned?

6.            Has the contract been signed at the Convention Center?

7.            Have the hotel contracts been negotiated and signed?  Is the room block flow accurate?

8.            Has the client representative been to the city prior to this visit?

9.            Is there a local organizing committee?  What duties/responsibilities does it have?  Have we met the chair?

10.        Will they use a shuttle service? Who’s paying for it?

11.        Will they need off-premise facilities for special events?

12.        Will they need a DMC?

13.        If there is a 3rd party involved, for what are they responsible:  (I.e., contract negotiations, housing, meeting set-up, shuttle arrangements, off premise operations, overall management, etc.)

14.        Do they need registration services?

15.        Has the client seen the city, including the convention center?  Are they in need of the convention center?  Are they aware of the labor and other related expenses at the convention center?

16.        Have they met with the building (convention center) caterer?

17.        Have they met with the security firm at the convention center?

18.        Do they have special needs for handicapped?

19.        Do they have constituents in need of translation services?

20.         Do they need tour services, including itineraries and equipment?

21.        Do they need a decorator and/or audio visual services or a production house?

22.        Does the convention center understand their move-in, set-up, and move-out arrangements?

23.        Have they met with hotel officials to talk about use of their properties?

24.        Do they need special equipment or décor items?    

25.        Does the client need an event specialist to handle their special event(s)?

26.        Do we have an accurate list of the client’s executives, board of VIP’s, etc?

27.        Are there other considerations/information or requirements we need to obtain information relative to this client?

28.        Have we sent a thank you note at the time of the booking?  What about at the conclusion of the event?  Have we sent a post-convention survey form to the client?

29.        Initiate action or any site connection planned.  Take the lead to:

   Call the client and offer assistance in providing the following:

      Hotel accommodations

      Itinerary development

      Make hotel and convention center contacts

      Arrange for outside contractors (if required)

      Provide transportation (if applicable from the airport)

      Arrange at least one dinner/lunch with the client

      Tie into an entertainment feature (if applicable)

o       Sports franchise game (s)

o       Cultural events

      Arrange for amenities

      Send itineraries to all parties concerned

      Arrange for transportation to airport (if applicable)

      Send follow-up letter detailing results of the visit and outlining next steps or needs.

30.        Follow through on all items detailed in the “Prescription for Success – Convention Services Template” (attached)

   Twenty four (24) month checklist outline

   Pre-promote program – criteria

      Size of group:  TBD

      Client requirements and/or promotion, education and goodwill derived by CVA to be on-site 

