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PLANNING A MEETING

There are many factors to consider when planning a meeting or event. The tips and
checklists outlined below will help you plan and create a successful event.

- Set objectives: creating the meeting's framework
- Determine the meeting general requirements

- Clarify the budget

- Organize your meeting

Schedules

Budget

Rooming list

List of participants
Invitation and badges
Ground transportation
Audiovisuals

Meeting room set-ups
Food and Beverage
Recreation

Speakers
Entertainement
Spouse programs
VIPs

Letter of instruction to the participants
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MEETING CAPACITY CHART
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FLOORPLAN - 4th FLOOR
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