Site Specification Questions

1. When do you want to host the conference?  Is this date flexible?

2. How long is the conference/event (include any pre or post conference workshops)?

3. How many participants are you expecting, and how many of these are likely to be persons with disabilities?  TIP:  To ensure adequate meeting space that is accessible to accommodate the number of people expected to attend the sessions, plan 30% or more additional space when 10% or more of the participants will use mobility aids.

4. What price range can you afford?  TIP:  Be as accurate as possible when preparing the preliminary budget, as the registration fee is derived from these anticipated costs.

5. How will the program be structured (e.g., will there be break-away sessions, a trade display, cocktail evening, conference dinner)?

6. Will you be having a trade display, and if so how many booths will you need?  TIP:  When considering the floor plan for any trade exhibition, allow sufficient space between booths for all participants to move around comfortably.

7. How many people will be attending each of the breakaway sessions?

8. How many people are you expecting to attend the conference dinner and cocktail reception?  Have you included partners and trade exhibitors in your estimates?

9. Are you likely to have any specific requests for catering, e.g., vegetarian, working lunch, special diets?

10. What audio-visual requirements do you have?  TIP:  Shop around for audio-visual and technical support as prices and service vary considerably (although it can be an advantage to go with an in-house company that is familiar with the venue).

11. Do you require secretarial assistance and/or a separate meeting room for the organizing committee?

12. If overnight accommodation is required, how many participants are likely to require accessible rooms on-site/nearby?

13. Do you have any other special needs, e.g., lighting, audio loop, signage, teleconferencing?

14. Where are most of the attendees coming from?  How far must they travel to attend?

15. What other space requirements will you need, such as registration tables, refreshment set-ups (include seating areas), and press room? 

