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Prepare for the Selection Process 
	 MACROBUTTON CheckIt (
	Event Goals and Objectives

	 MACROBUTTON CheckIt (
	Requirements and History

	 MACROBUTTON CheckIt (
	Event Specifications

	 MACROBUTTON CheckIt (
	Site Inspection Checklist

	 MACROBUTTON CheckIt (
	Facility Questionnaire


Research Potential Venues

	 MACROBUTTON CheckIt (
	Convention Centers

	 MACROBUTTON CheckIt (
	Conference Centers (executive, resort, corporate, educational, non-residential, ancillary)

	 MACROBUTTON CheckIt (
	Hotels (full-service, mid-level, limited-service, resort)

	 MACROBUTTON CheckIt (
	Non-Traditional Venues (museums, galleries, restaurants, cruise ships, etc.)


Schedule Site Inspection(s)

	 MACROBUTTON CheckIt (
	Before Contract Negotiations

	 MACROBUTTON CheckIt (
	1-2 Years Before Event Dates

	 MACROBUTTON CheckIt (
	Before and After Property Renovation

	 MACROBUTTON CheckIt (
	At Same Time of Year as Event Dates


Conduct Site Inspection(s)

	 MACROBUTTON CheckIt (
	Make Appointments with Sales Manager and/or CVB Representative

	 MACROBUTTON CheckIt (
	Bring Notepad, Cassette or Video Recorder, Camera, Facility Brochures and Floor Plans

	 MACROBUTTON CheckIt (
	Meet with Sales Manager, Operations Staff, Bureau Representative, Service Vendors, National Sales Representatives

	 MACROBUTTON CheckIt (
	Ask Each Contact/Vendor About Checklist Points Pertaining to Their Areas

	 MACROBUTTON CheckIt (
	Record Responses to Questions and Note Concerns to Discuss in Negotiations


If Delegating Site Inspection Duties, Then…

	 MACROBUTTON CheckIt (
	Choose Staff Members or Volunteers who Live In or Can Travel to Destination

	 MACROBUTTON CheckIt (
	Provide Written Event Specifications

	 MACROBUTTON CheckIt (
	Define Purpose of Site Inspection

	 MACROBUTTON CheckIt (
	Delimit Responsibilities and Expected Outcome

	 MACROBUTTON CheckIt (
	Provide Guidelines for Reporting Recommendations


Follow-up After Site Inspection(s)

	 MACROBUTTON CheckIt (
	Thank You Note for Hospitality

	 MACROBUTTON CheckIt (
	Questions or Concerns not Answered

	 MACROBUTTON CheckIt (
	Intention to Use or Release Space


Negotiating Dates & Rates

Tips for Hotel Negotiations

	 MACROBUTTON CheckIt (
	Provide Accurate Historical Data (arrival/departure pattern, room pick-up, no-shows, occupancy mix, food & beverage functions, rooms-to-space ration)

	 MACROBUTTON CheckIt (
	Select 2–4 Properties for Negotiations

	 MACROBUTTON CheckIt (
	Inform Properties of their Competition

	 MACROBUTTON CheckIt (
	Learn Status of Market in Destination City

	 MACROBUTTON CheckIt (
	Consider Seasonal Competition (high, low or shoulder season)

	 MACROBUTTON CheckIt (
	Leverage Short Lead Time for Better Rates on Unsold Space

	 MACROBUTTON CheckIt (
	Prioritize Negotiating Points

	 MACROBUTTON CheckIt (
	Request Rate Quote for Your Group (standard, flat rate, range of rates)


Negotiable Items

	 MACROBUTTON CheckIt (
	Room Rates

	 MACROBUTTON CheckIt (
	Comp Rooms

	 MACROBUTTON CheckIt (
	Suites and Upgrades

	 MACROBUTTON CheckIt (
	Food & Beverage

	 MACROBUTTON CheckIt (
	Function Space (rental rates, 24-hour holds)

	 MACROBUTTON CheckIt (
	Attrition and Cancellation Policies

	 MACROBUTTON CheckIt (
	In-Room Amenities

	 MACROBUTTON CheckIt (
	In-House Services

	 MACROBUTTON CheckIt (
	Cut-Off Date

	 MACROBUTTON CheckIt (
	Discount for Early Payment of Master Account

	 MACROBUTTON CheckIt (
	Round-trip Limo Service for VIPs

	 MACROBUTTON CheckIt (
	Miscellaneous Concessions


Hi-tech Facility Features

Infrastructure

	 MACROBUTTON CheckIt (
	Diagram of Termination Points (wall jacks) Throughout Entire Facility

	 MACROBUTTON CheckIt (
	Who installs additional wiring? Cost included or additional?

	 MACROBUTTON CheckIt (
	If additional wiring is chargeable, will it require installation on overtime?

	 MACROBUTTON CheckIt (
	Can you use your own contractor to extend service? If not, use in-house or union personnel?

	 MACROBUTTON CheckIt (
	Will the event be charged for additional wire/fiber and related materials?

	 MACROBUTTON CheckIt (
	What is the estimated timeframe to complete additional wiring?

	 MACROBUTTON CheckIt (
	Will installation time impact move-in and time to test connections?


Network Connectivity

	 MACROBUTTON CheckIt (
	Does facility have equipment needed to build computer networks (switches, hubs, repeaters, etc.)?

	 MACROBUTTON CheckIt (
	How extensive a network can be built (e.g., for large exhibition)?

	 MACROBUTTON CheckIt (
	What is the amount of inventory and type of equipment?

	 MACROBUTTON CheckIt (
	Who will design and make the installations (in-house expertise or contracted out)?

	 MACROBUTTON CheckIt (
	What is the level of technical support during the event?

	 MACROBUTTON CheckIt (
	Is that support included in the price, or is it additional? How is this priced?

	 MACROBUTTON CheckIt (
	If you have your own staff or contractor, can you install you own equipment and tie into the backbone? Are there charges associated with this?

	 MACROBUTTON CheckIt (
	At what speed can a signal be supplied?

	 MACROBUTTON CheckIt (
	What is the backbone built on? If copper wire, what category?

	 MACROBUTTON CheckIt (
	For specific uses such as video transmission, is fiber optic cable available?


Telecommunications

	 MACROBUTTON CheckIt (
	Who provides telecommunications service in the facility? (local carrier, industry-specific contractor, or in-house service)

	 MACROBUTTON CheckIt (
	What is the level of support provided while your event is in the building?

	 MACROBUTTON CheckIt (
	Will staff be present, or will someone be on call?

	 MACROBUTTON CheckIt (
	What is the normal capacity of the provider?

	 MACROBUTTON CheckIt (
	Can the provider activate additional lines if they go over capacity, or is there a waiting period?

	 MACROBUTTON CheckIt (
	Can the provider assign a block of numbers prior to the event, or will that be done on site?

	 MACROBUTTON CheckIt (
	If a block can be reserved, can numbers be assigned as specific extensions to event offices and other locations?

	 MACROBUTTON CheckIt (
	Can these numbers be provided in advance, for publication in event materials?

	 MACROBUTTON CheckIt (
	Does the facility have its own switch on site, or do lines come into the building from the local carrier?

	 MACROBUTTON CheckIt (
	Does the facility feature analog lines for conventional phone service, fax and modem?

	 MACROBUTTON CheckIt (
	Are digital, multi-lines available?

	 MACROBUTTON CheckIt (
	Is wireless telephone service available? If so, what is the range of each instrument?

	 MACROBUTTON CheckIt (
	Is the entire building covered, or are there reliability concerns?

	 MACROBUTTON CheckIt (
	Can you bring in a line or multiple lines direct from the local carrier, or a long distance carrier?

	 MACROBUTTON CheckIt (
	How much time is needed in advance to have this completed, and what are the additional charges?


Internet Access

	 MACROBUTTON CheckIt (
	Does the facility have an Internet Service Provider (ISP)?

	 MACROBUTTON CheckIt (
	Do you have to use that provider, or can you use your own? If so, what is the charge?

	 MACROBUTTON CheckIt (
	What is the level of service? Is someone on site or on call?

	 MACROBUTTON CheckIt (
	Does the ISP have tier 1 connectivity, or does it purchase connectivity from another provider?

	 MACROBUTTON CheckIt (
	At what speed can Internet service be provided and to how many users?

	 MACROBUTTON CheckIt (
	Does the facility have permanent service via ISDN, T-1, T-3 or DSL? How many lines are available?

	 MACROBUTTON CheckIt (
	Can IP addresses be assigned in advance for computers that will be accessing the Internet?

	 MACROBUTTON CheckIt (
	Can the center offer webcasting? If so, is the service provided in-house or is it contracted out?

	 MACROBUTTON CheckIt (
	Can the facility construct an intranet specifically for the event?

	 MACROBUTTON CheckIt (
	Can the facility build a web site for the event, or for individual exhibitors?


A/V Production

	 MACROBUTTON CheckIt (
	If a production is to be transmitted to a remote location, what method is available? (satellite or point-to-point)

	 MACROBUTTON CheckIt (
	Can the facility transmit a daily schedule of events over a CCTV system throughout the center? Area hotels?

	 MACROBUTTON CheckIt (
	If so, how frequently can it be updated to respond to changes in schedules?

	 MACROBUTTON CheckIt (
	Is there a CCTV system available to sell time to exhibitors or to transmit other show-related information?

	 MACROBUTTON CheckIt (
	Can the facility assist with the production of on-site video segments?

	 MACROBUTTON CheckIt (
	If a wireless system is available, are repeater antennas permanently in place, or will they be installed to the specifications of the event?

	 MACROBUTTON CheckIt (
	Where are the repeaters located? Is there additional costs for placement of antennas?

	 MACROBUTTON CheckIt (
	Is the wireless system based on line of sight? If so, what could interfere with reception, such as rigging or multi-level booths?

	 MACROBUTTON CheckIt (
	What conditions could create interference that might disrupt the signal?
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Piano Technicians Guild, Inc.


4444 Forest Ave.


Kansas City, KS 66106-3750


Phone:  913-432-9975


Fax:  913-432-9986


www.ptg.org
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