
"THINK IN TERMS OF SIMPLICITY THE LESS TO G O WRONG, 
THE BETTER. THEN THINK ABOUT WHAT YOU WILL DO 

WHEN THOSE THINGS THAT CAN'T FAIL, DO!" 

A MANAGER'S 
GUIDE TO 

SUCCESSFUL 
MEETINGS 

Editor's Note: The following guide 
was assembled by the Sales Pro-
motion Department, Safety Razor 
Division, The Gillete Co. 

Besides being a leader of people, 
developer of talent, recruiter of 
people, and a giant of business, 
there are times in each manager's 
life when he or she must become a 
producer of sales meetings. Little 
in one's business career can pre-
pare a manager for this duty. 
Usually, after attending various 
meetings, you find yourself run-
ning one with very little to go on. 

There are books by professionals 
on the subject, so this checklist is 
not intended to supplant the litera-
ture; but, rather, to supply a few 
hints on how we might like to run 
our meetings if we had our say. 
The checklist covers some of the 
questions you might ask yourself 
as you work up the program. 

The basics are these: 
• A carefully developed plan 
• Date and facility selection 
• The right room 
• An active program and theme 
• Attention to detail 
• Set-up and rehearsal 

• Execution of the plan 
• Follow-up 
Begin by committing to writing 

exactly what you want to accom-
plish as a result of your meeting. 
The more detailed the be t te r . 
Think in terms of the end result. 
What will be able to be done after 
the meeting that couldn't have 
been done before? Can it be mea-
sured? How will I know if the 
meeting's objectives have been 
met? Mentally walk through the 
entire sequence from an attendee's 
point of view. From each atten-
dee's view actually, because indi-
vidual transportation is a factor for 
each person. As you do this, note 
everything that must be planned 
for. The more detailed your walk 
through, the better your meeting. 
Add your own items to the list we 
provide. 

Next, make an on-site inspection 
of guest rooms and your meeting 
room. Think in terms of your ob-
jectives and tentat ive program, 
and how it will fit in that particular 
room. Have the house man set up a 
few tables so you can see how 
much room you will have. Check 
the ceiling height for size of 
screen. See if a chandelier or any 

other obstruction will get in the 
way. 

In other words, walk the ground 
well in advance of your gathering, 
not the night before, but weeks 
ahead. Lead time is important! Es-
tablish face-to-face contact with 
the facility people so that you can 
establish a working relationship. 
Almost anything can be planned 
for, if you have the lead time. Find 
out what your problems will be 
well in advance. You may decide to 
select another site. Whatever the 
case, don't cut corners on an actual 
visit. Surprises have a way of ruin-
ing the best of plans. Make a de-
tailed list just as we have done. 
Write down each item you will 
need and where it will be acquired, 
by when, and by whom. 

Think in terms of simplicity. The 
less to go wrong, the better. Then 
think about what you will do when 
those things that can't fail, do. Ar-
rive early, set up and rehearse. 
Try everything in sequence and 
completely. Finally, relax and do 
your thing. Schedules, like rules, 
are meant to be flexible. To hurry, 
cut short, or cut our parts of your 
program for schedule's sake is not 
in line with your objectives. Put in 
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optional items and then back them 
out if necessary. Stay flexible. 

Have you thought of: 
The Place 

Are options available at a secon-
dary location? 

Will you use theme material in 
guest rooms? 

Is the activity board correctly 
posted? 

Have direct billing arrangements 
been set up with outside rest-
aurants? 

Has a rooming list been provided? 
How accessible? 
What travel time by whom? 
The price range? 
Who else will be there? (what 

other group) 
What is in season? 
How old is it? 
How well maintained? 
What about the weather? 
How good is the service? 
Will your contact be on call? 
Can you have space for rehearsal 

and set-up? 
Is it on a flight path? 
Is there evening entertainment? 
Will you use the recreational facil-

ities? 
How is the food? 
What else is nearby? 
Can you cancel? 
Can you add reservations? 
What do you have to guarantee? 
By when? 
Are there preordered menus? 
Is lunch light? 
Can liquor be brought in? 
Can mixers be brought in? 
Are hors d'oeuvres ordered? 
Is breakfast optional? 
Is a continental breakfast avail-

able? 
Is wine ordered? 
Is liquor included at lunch? 
Are after-dinner drinks planned? 
Is a cookout planned? 
Will all charges be itemized? 
Will all personal charges be audit-

ed? 
Will your budget be reconciled to 

charges? 
Will the facility provide A/V sup-

port? 
Is a bartender required? 
Is there a corkage charge? 
Where is ice available? 
Can soft drinks be ordered? 
Can the room be cleaned on 

breaks? 

Are ice water and glasses provid-
ed? 

The Room 

How many square feet per person? 
How high is the ceiling? 
Where is the light control? 
Is there an exhaust fan? 
How effective is the environmental 

control system? 
Who controls the heat and/or air 

conditioning? 
Is it soundproof? 
Will you eat in the same room? 
Can the room be securely locked if 

you eat elsewhere? 
How many entrances and exits 

does it have? 
Is there a view? 
Can the room be darkened? 
Where are the electrical outlets? 
How long is the projection through? 
Is there a white wall? 
Can you move furniture? (in or out) 
What setups are possible? 
Is there a rug? 
Can you hang things on the walls? 
What is the decor? 
Is there a sound system? 
How are the acoustics? 
Are the restrooms outside? 
Can you use rear projectors? 
Is there a stage? 
Is there a projection booth? 
Can you break into the sound sys-

tem? 
Is there a foyer? 
Is there a telephone? 
Can it be shut off during presenta-

tions? 
Is there a fire escape? 
Is there a fire extinguisher? 
Is the room secure overnight? 

The People 

Are they preregistered? 
Are rooms assigned in the same 

area? 
Do they have a welcome letter? 
Do they have a p r e m e e t i n g 

agenda? 
Do they have an assignment? 
Do they need name badges? 
Do they expect recreation time? 
When should they arrive? 
When should they check out? 
What should they wear? 
Wear they told the objective of the 

meeting in advance? 
Do they know each other? 
Do they know the guests? 
Do the guests know the attendees? 
Is free time provided? 
Do the attendees know what to 

bring? 

MODERN 
MANAGE-
MENT'S 
MAGNIFICENT 
SEVEN. 

"The Case of the Missing Magnets" 
(Human relations, motivation) 

"The Challenge of Leadership" 
(Qualities of an effective leader) 

"A Good Beginning" 
(Indoctrinating new employees) 

"Instructions or Obstructions" 
(Giving effective instructions) 

"Listen, Please" 
(Why listening pays off) 

"The Trouble with Archie" 
(Turning a troublemaker into a 
first-class worker) 

"The Winning Combination" 
(Good supervision and good 
salesmanship) 

Seven great films produced by 
BNAC, showing supervisors the 
basic principles of management 
and how to use them effectively. 
Attention-grabbing and loaded 
with practical information, the 
Modern Management series will 
stimulate discussion, foster ideas, 
and enable supervisors and 
subordinates to tie the many 
lessons learned into the policies 
and practices of their own organi-
zation. It should be an integral 
part of every supervisory training 
program. A Leader's Guide 
accompanies the series. Mail the 
coupon today. 

To order, circle any or all of the 
above titles, check the appropriate 
box below, and mail the entire ad. 
• Purchase (@ S175 ea., $1,176 ent i re 

series) 

• 3-day rental (@ $75 per title) 

• 24-hour preview (@ $26 for one title, 
$16 ea. for two or more) 

Name 

Title 

Organization 

Address 

City/State/Zip 

Signature 

Get it right from the source. 
UNA Communications Inc. 

A subsidiary of The Bureau 
of Na t iona l Affairs, Inc. 
Dept . SUP-545-TD 
9401 Decoverly Hall Road 
Rockville. Md. 20850 
(301) 948-0540 
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Do you need company cars? 
(cleaned out trunks) 

Are there new people? 
What entertainment is planned? 
What entertainment is permitted? 
What alternatives for entertain-

ment are provided? 
Are private meetings planned? 
What is the head count? 
Have room as s ignmen t s been 

made? 
Will they all arrive at once? 
Who departs when? 
Should they have a meal en route? 
Should they plan to eat after de-

parture? 
Were they asked what they need-

ed? 
Were they asked how the meeting 

went? 
Were they given any options? 
Were they kept busy? 
Were they asked to participate? 
Were they asked to contribute? 
Were they worked too hard? 
Were they given breaks? 
Were the expense policies clear? 
Did it cost them to come to the 

meeting? 
Are there nonsmokers in the 

group? 

SAUL 
GELLERMAN 

in person 

seminars currently 
available for in-house 

presentation: 

• Motivation: Myths, Fads 
and Hard Realities 

• Motivating Through Super-
visors 

• Sales Motivation for Man-
agers 

• Mot iva t ion Through Per-
sonnel Policies 

for details, please contact: 

GELLERMAN 
CONSULTING, INC. 

P.O. Box 205 
Ho-Ho-Kus, N.J., 07423 

Phone: 201/265-1514 

Circle No. 137 on Reader Service Card 

Are there nondrinkers in the 
group? 

Are there assigned seats? 
Are ethnic or religious holidays in-

volved? 
Are there dietary restrictions? 
Are there health problems? 
Is a doctor or dentist available? 
Is emergency cash on hand? 
Are spouses considered? 
Can personal trips be taken? 
Can phone calls be taken or made? 

Outside Speakers and Guests 
Did they make their own travel ar-

rangements? 
Can you reach them at the last 

minute? 
Can they reach you at the last min-

ute? 
Are special accommodations re-

quired? 
Is a special welcome letter pre-

pared? 
Is special pick-up set up? 
Do they know the group? 
Does the group know them? 
How are expenses set up? 
Is a fee paid? When? 
Is their appearance guaranteed? 
What if they can't come? 
What about an unexpected visitor? 
Are name tags necessary? 
Is biographical data distributed? 
Are they properly introduced? 
Is a follow-up letter sent? 
Are all arrangements and instruc-

tions in writing? 
Are photos necessary? 
Will guests speak? 
Will guests rehearse? Where and 

when? 
Are visuals required? 
Will they bring their own equip-

ment? 
Do you know their requirements? 
Will they have handouts? 
Will they have copies of their 

remarks? 
Do they have all the information 

the attendees have? 
What are their specific t ravel 

plans? 
Will they require private meeting 

time? 
Will they attend the entire pro-

gram? 
Are there security problems? 
Will they receive all handouts? 
Will they be part of the recreation 

program? 
Do they need a car? 
Do they need help with equip-

ment? 

What did they come to see? 
The Program 

Is there too much in it? 
Is it set up by the clock? 
How flexible is the schedule? 
How much participation? 
Is it rehearsed? 
Have you provided all visuals? 
Are there enough breaks? 
Is there variety? 
Is it all lecture? 
Is it all slides? 
Are there buzz groups? 
Are there practical exercises? 
Are there active Q & A periods? 
Is it scripted? 
What happens if a speaker can't 

make it? 
What happens if a film isn't there? 
What is the objective? 
How will you know you have 

achieved it? 
Who is responsible for physical ar-

rangements? 
Is the program timed? 
Can you stretch some parts? 
Can you cut some parts? 
Is there a theme? 
Are there pre-meeting mailings? 
Are there follow-up mailings? 
Is there an upbeat after lunch? 
Are the evenings programmed? 
Are any parts optional? 
Are the breaks at logical program 

divisions? 
Are there summary handouts? 
Do the participants know the ob-

tives? 
Does the program take advantage 

of the facilities? 
Are there assignments? 
Is there competition? 
Is everything illustrated to appeal 

to multi-senses? 
Is there a spouse program? 

Equipment and Arrangements 
Do you have a qualified operator? 
Is back-up equipment available? 
Is the screen big enough? 
Is front-to-back projection best? 
Are all visuals scripted? 
Has everything been run in se-

quence? 
Is sound equipment adjustable? 

(feedback-proof?) 
Are coffee breaks outside the 

meeting room? 
Are light controls accessible? 
Can the room be darkened? 
Are the projector throws above 

the heads of the audience? 
Are all cords taped? 
Is small auxiliary lighting avail-

able? (Continued on page 16) 
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When the 
need is 

Training and 
Personnel 

Professionals-

Management 
values most 

The ASA 
Connection 

We are now well into 
our Fourteenth Year of 
meet ing success fu l l y 
the needs of our clients 
throughout the coun-
try. Wegiveyou prompt, 
efficient, "tai lored to 
suit" service. Profes-
sionals in all the various 
personnel disciplines 
use our services. They 
trust us not to waste 
thei r t ime or yours. 
Since we serve only 
the training and per-
sonnel.function, wecan 
zero in quickly on avail-
able candidates whose 
experience is appropri-
ate. 

Ifyourorganization has 
an opening in our field 
—or if you are seeking 
to improve yourself— 
contact the ASA repre-
sentative closest to you, 
and find out for your-
self just why we've been 
successfu l all these 
years. 

ft 

ABBOTT SMITH 
ASSOCIATES, Inc. 

SPECIALISTS IN THE RECRUITMENT 
OF PERSONNEL PROFESSIONALS 

Headquarters: P.O. Box 4 5 9 

Mil lbrook, N e w York 1 2 5 4 5 

9 1 4 - 6 7 7 - 5 0 5 1 

Chicago: 312-236-5159 
One North LaSalle St, Chicago, IL 60602 

San Francisco: 415-961-5086 
2744 Levin Ct, Mountain View CA 94040 

Atlanta area: 404-448-9239 
P.O. Box 15272, Atlanta, GA 30333 

Los Angeles area: 213-848-4733 
P.O. Box 7017, Burbank, CA 91503 j W 

Circle No. 146 on Reader Service Card 

Do podium lights wash out visuals? 
Do you have 3-plug adapters? 
Do you have basic tools? 
Do you have spare bulbs? 
Can you change bulbs under fire? 
Can you work around defective 

equipment? 
Do you have small extension 

cords? 
Do you have an electrical function 

box? 
Can you rewind films on breaks? 
Do you have to make slide tray 

changes? 
Can the sound be heard clearly? 
Can the visuals be seen clearly? 
Do the visuals fill the entire 

screen? 
Is one person responsible for all 

A/V? 
Is there a local supplier for back-up 

equipment? 
Is all video equipment compatible? 
Will the A/V get in the way of the 

message? 
Do you have good general lighting? 
Do you have good sound control? 
Is outside light a factor? 
Is outside sound a factor? 
Is your film in lip sync? 
Can you thread your projector in 

the dark? 
Are all films and tapes cued for 

start points? 
Are all projectors pre-focused? 
Are overhead keystones compen-

sated for? 
Are visuals duplicated in hand-

outs? 
Is audio available on tape for refer-

ence? 
Are you recording the meeting? 
Will your shipped-in visuals be 

there? 
Do you know how they're being 

shipped — B/L#'s? 
Who is the facility electrician and 

engineer? 
Are extra pads available for flip 

charts? 
Do you have your own chalk and 

"El Markos"? 
Do you have your own blackboard 

eraser? 
Is there an extra bulb inside the 

overhead projector? 
Do you have a spare exciter bulb 

for your 16mm sound projector? 
Are there special fuses in any of 

your equipment? 
If using a dissolve unit, do you 

have an extra set of single tray 
slides? 

Do you have extra black slides? 
Do you have masking and electrical 

tape? 
Do you have a clock? 
Do you have a flashlight? 
Do you have patch cords for the 

local sound system? 
Do you have a film splicer? 
Do you have a tape splicer? 
Do you have a leader tape and/or 

film? 
Do you have a head cleaner cas-

sette both audio and video? 
Do you have a lavaliere mike with 

cord and string? 
What will cause sound system 

feedback? 
Can you spotlight the speaker or a 

flip chart or an exhibit? 
Are all slides numbered? 
Are all slide trays labeled? 
Are all slide trays locked? 
Are duplicate slides available? 
Are you using master slides? 
Are overhead transparencies num-

bered? 
Do all overhead transparencies 

have frames? 
Are presentation notes written on 

O/H frames? 
Do your marking pens write on 

O/H frames? 
Are meeting notes penciled in on 

flip charts? 
Do you have a master set of chart 

originals? 
Does your O/H projector have a 

registration jig? 
Can your visuals be read from the 

back of the room? 
Can all visuals be seen and read 

from all seats? 
Do you have a pointer? 
Do you have a coffee-break music 

tape? 
Do you have a lead-in music tape? 
Are pencils, pens and note pads 

pre-ordered? 
Is there a Muzak shutoff? 
Is there a paging system shutoff? 
Is there a telephone bell control? 
Are costumes or props necessary? 
Will you take candid photos of the 

meeting? 
Are buses needed? 
Are directions provided for driv-

ers? 
If everything works, say thanks 

in writing with copies to the top. If 
you have problems, don't cry over 
spilt milk, but try and learn the 
lesson. 
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