RTF Event Checklist

First Steps

1. Determine the format of the meeting. A suggested agenda is provided.

2. Consider/determine a speaker. The speaker may a CHART board member, or a company executive related to the foodservice industry.

3. Tours of facilities or behind the scenes of a hospitality operation are other venue possibilities. 

4. Determine date, location, and time of event. 

5. The meeting costs must be self-sustaining.

6 Weeks Out

· With facility sponsor, secure site, audiovisual equipment, food and beverage. 

· Determine agenda and secure appropriate resources; for example, secure a speaker. 

· Write invitation letter and customize registration template forms. Include an RSVP date and your e-mail address information on the invitation letter and registration form. Please note that the CHART office will not receive RSVPs.

5 Weeks Out

· E-mail invitation with registration form to your local CHART members and other hospitality/training professionals in your area.

4 and 3 Weeks Out

· Receive RSVPs. 

· Contact the assigned individuals to your Regional Meeting to determine everyone’s meeting role.

2 Weeks Out

· Receive RSVPs. 

· Confirm site, food, agenda, speaker, etc.

1 Week out

· Verify that the location is prepared for the event. 

· Provide final count of attendees. 

· Confirm set-up of room including any necessary audiovisual equipment.

Day of Event

· Arrive at meeting site one hour before the meeting is scheduled to begin. 

· Introduce yourself to the site contact. 

Confirm room set up, audiovisual, and schedule with the site contact. 

· Position your helpers close to the door to greet attendees as they arrive and introduce them to each other. 

· It works best for networking to keep the group from sitting until ready to eat or to listen to the presentation. 

· Greet members and distribute name tags.

Post Event Wrap Up

· After the event, submit a short report summarizing the event and a list of attendees to the CHART office. Include digital pictures if possible. 

· Draft and send thank you letters to speaker and company sponsor, if appropriate.

