LOGISTICS FOR Woman to Woman Growth Initiative

WHERE TO HOLD AN EVENT - POSSIBLE LOCATIONS and ORGANIZING AN EVENT:

1. A HOTEL - for large group events

a. When scheduling the event you must make a projection as to the number of attendees you will be anticipating, and reserve space based on the projected count. A non- refundable deposit will be required, so make sure you have done your homework before making a commitment.
b. When negotiating the cost of the event with the hotel, you should determine how much you would have to spend on lunch/brunch to get the meeting room free and then select the food based on that cost, including tax and gratuities.
c. Determine the cost of decorations, printed material, flyers, AV equipment and other expenses and then add that to the cost of the admission.
d. Always schedule the meeting room for at least an hour in advance and an hour after the event to allow for set-up and clean-up.
c. Enlist the help of other Sales Leaders in your area
d. Always test audio visual equipment well in advance of the beginning of the meeting.
2. OTHER POSSIBLE SITES:

a. Community Centers, Restaurant Separate Dining Area, Churches, Other public facilities, banquet halls, your own home.
b. You could have a salad luncheon where several Sales Leaders go together and each brings a salad for a meeting in a public place that has kitchen facilities
c. You could have a catered event in a banquet hall
d. In a separate room in a restaurant, each person could order and pay for their own food
e. You could have a soup and salad luncheon in your own home if you have a large enough family          room/great room.

3. ORGANIZING YOUR EVENT:

1. Send out meeting notices/invitations at least a month in advance
2. Assign someone to handle decorations and favors to make it an attractive and inviting event for women.
3. Print programs with the meeting content
4. Select speakers, people to give exciting testimonials that apply to each product .category plus exciting business testimonials.
5. If it is a large meeting, assign someone to process tickets and also people to collect tickets at the event
6. Assign someone to set-up a display
