Agenda
Meeting and Event Planning
1. Reading Your Boss’s Mind:Digging for the Details
· Date and Time of Meeting
· Who is attending?
· What Size and Type of Meeting?
· Budget, Budget, Budget

2. Location Is Key:  Tricks to Finding a Venue
· What are the needs of your attendees?
· Do you need over night rooms and how can this effect the cost of your meeting?
· Are you providing meals for the entire day or just looking for room rental?

3. Get the biggest bang for your buck:To Pay or Not to Pay.
· What are some key dates and times of the year where you can find a bargain?
· How to put menus together for large groups on a tight budget
· Pros and Cons of owning your own AV
· Guaranteeing numbers and the 80% rule
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