By Laura Fick
Special to the Daily Record
s meeting planners work
1o create events of a
lifetime for their audi-
ences, one of the

most important tasks is to develop

a reasonable budget.

Budgeting
for the

Unfortunately, for some meeting
planners — especiully those holding an
event for the first time — identifying the
places where money would be well
spent can be a chuallenge, to say the
least.

“There’s an awful lot involved in devel-
oping a budget, and 1 think people know it

but they haven't put it down on paper,”

said Sue Warren, associate director for

Conferences and Visitor Services at the
University of Maryland, College Park.
“Some people are pretty savvy, but some
of them don't have much of a sense of
what things will cost.”

According to meeting-planning con-
sultants, most novice event planners
tend to underestimate costs.

“l think that very lew people do a
realistic budget,” said Bobbic McAdam,
president of Chester-hased Meeting

Planners Inc. on Kent Island in
Queen Anne's County. “I think they
should add 20 [percent] to 25 percent
per person to what they come up with
[initially].”
For most events, the biggest cost —
and one of the most important — is food.
Paul

Henning, president  of

Annapolis-based Conference and
Logistics Consultants Inc., eslinales
that lunch can cost $20 to 840 per per-
son, not including tax or gratuity. Coffee
alone can cost $45 to 370 per gallon —
which equates to about 16 cups —
depending on the area of the country.
“If you don’t feed people, they'll
scream,” said Henning. “It doesn’t huve
to be great, it doesn’t have to be huge
quantities, but you have to feed them.”
Sometimes facility fees can also eat
up a large part of an event budget,
though this 1s an easier area to save

money. Hotels will sometimes offer dis-
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counted meeling rooms if a large num-
ber of attendees stay at the facility,
Meetings can also be scheduled dur-
ing low-usage times or of[-seasons for
a discounted rate.

“You can take any place and make
it look good by decorating a lot,” said
McAdam.

Entertainment also can be costly,
depending on the event and the
impact that an organization wants to
make. Event planners that hire a top-
tier keynote speaker may spend as
much as $200,000 for an hour-and-a-
half speech. On the other hand, reach-
ing into its membership for a volun-
teer speaker can help an organization
rim costs.

With recent technological
advances, audio-visual components of
events have also become more expen-
sive. LCI} computer projectors can
cost $700 or more per day compared to
antiquated overhead projectors, which
ran about 360 per day. Conversely,
organizations that have technically
sayvy members can save money by
avoiding the hiring of an AV specialist.

At the end of the day, planners
need to determine their goals, which
will ultimately help them decide what
money is well spent and what ameni-
ties — such as cenlerpieces, program
booklets and signage - to trim.

“We ask our clients to prioritize
their outcomes — that could be per-
ception, finances, relention or ¢on-
lent,” said Henning. “It really helps
break things out. Then you can decide
where you spend the money anc

where you don't spend the money.”
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Save money

on your next event

For smaller, less formal events, try e-mail invitations
rather than printed materials. You'll save on pro-
duction and postage.

When possible, recruit volunteers from your organ-
ization for tasks, such as registration and decora-
tion. Also, recruit free keynote speakers from with-
in your organization.

Order smart. At conferences not all peopie attend
all events, so cut back on the amount of food and
beverage supplied for each event.

If your group normally offers a recap of the event’s
proceedings and presentations, try a version on CD
rather than a printed volume.

Hotels often offer free or reduced-rate meeting
rooms if a large percentage of attendees (typically
70 percent) stay at the hotel.

- Laura Fick

&{ modern banquet facility
providing customized catering with
a personal touch for business or
private soctal functions.

¥ Spacious meeting rooms

m 200 seat auditorium

® Large dining room

® Videoconferencing services

m Available 7 days/evenings a week
® Beautiful decor and setting

® Free parking

CALL 410-938-3900
6501 N. Charles Street
Towson, MD 21204
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