Adapted from Indianapolis CVA’s Prescription for Success


Convention Services 24-Month Checklist




24 Months/or upon receipt of file


Letter to client


Review/confirm fees & promo assessments w/ sales mgr


Obtain pertinent info from sales 


History


Financial


Rebate





18 Months


Inquire about a Conv. Center contract


Space needs/issues


Rules/regulations


Labor concerns/issues


Hotel block/contracts


Flow/adjustments/history


Block total/confirm hotels


Confirm housing-CVA/other


Off-site venue needs


Program needs	


Transportation implications


Site visits


Planning/itinerary timeline


Purpose


City/vendor needs


LOC input and participation or local affiliate/contact


Marketing registration plans/timeline by the client


Send membership directory/other promotional items





13 Months


Review history


Good luck letter/amenity at convention site


Conv Center contract & event coordinator assigned


Update on housing process


Pre-promote planning


Purpose


Planning & contacts to be made on-site


Acquire info for Conv Center & hotels


Web site links for use by client to promote city


Discuss welcome program w/client






































  








12 Months/The Pre-Promote


Staffing city Booth


Exhibit contacts on the tradeshow floor


Convention Center contacts


Hotel/CVB contracts


Prepare/report on the activity (document attached)***





11 Months


Obtain housing pick-up reports (CINET & hotels)


Confirm Center contracts


Future site visit(s)


LOC needs (if any)


Confirm opening date for housing


Review notes/reports from the most recent convention





9 Months


Housing (schedule attached from housing dept)


Look for block changes


Program needs


Catering contracts


LOC needs


Site visit?


Convention Center planning 


Security


Catering concerns etc.


Public/media relations





6 Months


Housing/ update


Convention Center update


Decorator interaction w/Center


Event coordinator of current status


Catering concerns/needs


Labor issues


Outside contractors


Hotel concerns


Off-site event status


Transportation/shuttle contracts/concerns


Acquire program information for convention profile


Check hotel pick-up, review numbers


Review one-stop shop forms


Check website for details on the program




















The Wrap Up














Client Arrival Date Through Convention Date





In-room amenities delivered  (prior to arrival)


Pick-up of client(s) at the airport (lunch or dinner)


Pre-convention meal opportunities


On-site assistance


Welcome Reception


Client/staff needs during convention

















Post Convention Activity





Post-convention meeting with client


Post-convention survey sent to client


Review comments from client


Send letter of thanks from the CSM 


Send final housing pick-up to client (cc: hotels in the block)
































  








90-Days


Expanded housing report, confirm cut-off date


Pick-up report


If CVA-date inside 30 days?


Issue status update to hotels 


Convention Center issues


Labor issues/decorator status with the Center’s E.C.


Information booth needs & location determined


Update material for convention profile


Get background info to media reps at CVA (30 days from convention)


Off-site event issues





30-Days


Housing (30 days out) cut-off date


Confirm/determine if housing will continue up to/close to convention 


Will hotels take over block?


Convention rates apply after cut-off


Begin preparing convention profile for distribution (2 wks prior to convention)


Convention Center Issues


Any contract concerns


Catering concerns/issues


Decorator issues


Unforeseen activity affecting the client’s convention


14 Days Out


Confirm arrival dates of key clients


Distribute convention profile


Determine date of “Welcome Program” material to be distributed


Distribute current housing list(s) to client if CVA’s handling housing


Finalize CVA Welcome Reception date w/ Center and the client


Order amenities for selected (VIP) clients


Determine date for Center pre-con


Establish a date for post-con before client leaves city


Finalize info/restaurant booth dates, personnel and locations








