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line, 108
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food station
Cash bar, 119
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Chafing dish, 108
Chairs
banquet, 81-82
long-duration, 82
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banquet, 24
executive, 23
executive sous, 24
pastry, 24
sous, 24
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Complete meeting package (CMP),
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Computer projector, 77
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Conference style room sets, 69
Confirmation letters, 167
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Contracts
attrition clause, 175-76
in-depth look, 178-83
sliding scale, 176-77
standard cancellation fee,
174-75
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Convention and Visitor Bureau
(CVB), 32,47, 144, 146
Convention service classification,
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Cover letters, 167-68
Covers, 207
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Destination management compa-
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Direct billing, 200
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of catering, 20
of convention services, 20-21
of food and beverage, 19
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DMC. See destination management
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Dubbing, 76

E

Entrée, 106
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E style room sets, 73

Event function planning, 64

Event planners, 64

Event planning logistics, 64
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73

Executive steward, 25
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F

Facility. See also hotels
definition of, 2, 64
knowledge, 37, 38—40
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6-11, 14-16
organization of, 19-22
room rental and, 3-6
types of, 2
Facility site inspections, 184-87
follow-up, 187
implementing, 185-86
preparing for, 184-85
Features, 159
Feedback, 76
Finger food, 117
Flipchart, 76
Food
categories, 124
cost, 54-55
displays, 117
dominant, 113
function types, 107
hold, 108
masking, 108
neutral, 113
origins, 98-102
preparation, 102-5
recessive, 113
service, 107-9
Food station. See also carving sta-
tion
menu-type, 109, 117
themed, 109, 118, 119
Forecasting, 60-61
Free sell date, 12
Freeze-frame, 76
French service, 57
Front of room, 69
Front projection, 76
Function equipment
banquet chairs, 81-82
cocktail rounds, 85-86
dance floors, 88-90
exhibits, 90
function tables, 82-85
half-moon rounds, 87
long-duration chairs, 82
risers, 87-88
serpentine tables, 86
tiered-stage, 88
Function space
blocking of, 64
considerations, 64-73
creative use of, 74-75
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diary, 65
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unique characteristics for, 4

G
Garnish, 112
General-purpose vehicle, 26
Goals, 156-59
Good-bye letters, 167
Group resumes, 203-7
Groups

base for, 7

billing of, 202-3

booking of, 7

catering and, 11-12

ceiling for, 7

turnover of, 18-19
Group sales interface, 218
Guaranteed number, 115-16

H
Herringbone room sets, 70-71
High tea, 106
History reports, 49
Holiday parties, 14
Holiday time frames, 13
Hollow square room sets, 71
Hors d'oeuvres, 85, 118
Host bar, 119
Hot (cable), 76
Hotels
booking cycle and, 7-8
catering deployment, 16-19
conference centers and,
10-11
definition of, 2
function space sales restrictions
in, 11-14
group booking and, 7
group guest impact, 8
maximizing function space in,
6-11
occupancy level and, 7
room rental and, 4
rooms-to-space ratio and, 8-9
transient guests and, 7
Hotel Sales and Marketing Associa-
tion (HSMA), 46
House lights, 76
House sound, 76

HSMA. See Hotel Sales and Market-
ing Association
Human markers, 152-53

I

Inclusive pricing, 201

Independent meeting planning

firm, 144

Intermezzo, 106

Internal memos, 209-10

Internal relationships, 217-19
group sales interface, 218
kitchen interface, 218-19

Internet, 51

Introduction letters, 167

I style room sets, 73

K
Kitchen interface, 218-19

L
Labor cost, 56-58
case study, 57
definition of, 56
percentages, 56
service level, 57
Lavaliere microphone,
76
LBRs. See lost business reports
LCD computer panel. See liquid
crystal display computer
panel
Lead generation
client inquiry, 139
definition of, 138
solicitation, 139-44
third party, 14445
Letters
confirmation, 167
cover, 167-68
good-bye, 167
introduction, 167
proposal, 168-69
testimonial, 215
thank-you, 170
Level (AV), 77
Liquid crystal display (LCD) com-
puter panel, 76
Local catering, 11-12
Lost business reports (LBRs),
49-50
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M
Management by Walking Around
(MBWA), 214
Manager(s)
audiovisual, 21
banquet, 21
catering/convention services, 21
junior sales, 22
meetings, 22
purchasing/beverage, 25
Marketing, 216
Market segmentation, 36-37
Market segments
association, 36
corporate, 36
other, 36-37
social, military, educational, reli-
gious, and fraternal (SMERF),
37
subsegments, 37
Market tolerance, 4
Maximizing space
facility catering and, 2
hotels and, 6-11
stand-alone facility and, 14-16
MBWA. See Management by Walk-
ing Around
Meet and greet, 213
Meeting industry
greening of, 91-94
technologyand, 51
Meeting package pricing, 16
Meeting planners, 32-34
Meeting Professionals International
(MPI), 47
Mental inventory, 147, 149
Menu
balance, 110
banquet, 111, 130-32
color, 110-13
compatibility, 110, 113-14
composition, 98-106
consistency, 113-14
dual entrée, 115-16
efficiency, 210-12
eye appeal, 110
meal flow, 114
multiple-entrée, 115-16
planning, 98
preplated, 107
presentation, 110-14
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Menu (cont.)
reception, 116-20
restrictions, 124-25
sample, 121-24
split entrée, 115-16
temperature, 113
themes, 114
tips, 124-26
types, 105-6
Mixer (audio), 75, 77
Mobile kitchen, 26
Monitor (computer), 76, 77
MPI. See Meeting Professionals
International
Multimedia, 77

N

NACE. See National Association of
Catering Executives

National Association of Catering
Executives (NACE), 47

National holiday time frames, 13

National Sales Office (NSO), 144

Networking, 4648

Neutral food item, 113

No-shows, 56

NSO. See National Sales Office

(0]
Occupancy level, 7
Off-menu planning, 111
Off-menu pricing, 54
Off-premise catering, 27
One-tiered deployment, 19
Open conference room sets, 71
Opened end room sets, 70
Open sell date, 12
Opportunity cost, 15
Qutside catering
definition of, 2
kitchen capacity and, 23
kitchen deployment, 23-25
preparation, 22-26
specialized, 23
staffing, 23, 25
transportation, 26-27
Qutside vendor, 58-60
Outsourcing, 14445
Oval conference style room sets, 73
Overhead projector, 76, 77
Ownership actions, 213-14

P

Package bar, 120

Painted plate, 113

Pan (video), 77

Partnering, 216

PA system. See public address sys-
tem

Payment on conclusion of func-
tion, 201

Percentage of participation, 89

Pipe and drape, 77

Plated food service, 107

Podium microphone, 77

Postcon report, 208

Postconvention meeting (postcon),
207-9

Preconvention meeting (precon),
203, 206-7

Preferred vendor, 26, 59

Prefunction area, 90-91

Preplated food service, 107

Prime selling time, 44-45

Prime temperature, 113

Profit center, 54

Proposal letters, 168-69

Public address (PA) system, 76, 77

Publications, 140-41

Q
Qualification, 147, 148

R
Rapport
communication and, 150
confidence and, 151-53
mental inventory and, 147, 149
trust and, 150-51
RCMA. See Religious Convention
Management Association
Readerboards, 142-43
Rear screen, 77
Receptions
beverages, 119-20
buffet, 109
food displays, 118
menu planning, 116-18
Recessive food item, 113
Religious Convention Manage-
ment Association (RCMA), 29,
47
Remote (AV), 77

Request for proposal (RFP), 139
Retirement status, 173
REP. See request for proposal
Room rental
catering sales staff and, 34
client education and, 4-5
definition of, 3
market tolerance and, 4
tariff sheet, 5, 6
time frames and, 5-6
types of, 5-6
Rooms
availability of, 65
capacity charts for, 72
service staff, 21
setup staff, 21-22
Room sets
banquet style/rounds, 65-68
conference/boardroom style, 69
herringbone/chevron, 70-71
hollow square/open conference,
71
less frequently used styles, 71, 73
schoolroom/classroom style,
68-69
star/starfish, 71
theater/auditorium style, 69-70
u-shaped/opened end, 70
Rooms-to-space ratio, 8-9
Rounds room sets, 65-68
Rubber chicken syndrome, 112
Runner, 25
Running call report, 149

S

Salad, 106

Sales
affirmation and, 160-61
blitz, 143-44
closing, 162
determining goals, 156-60
establishing rapport, 147-53
lead generation, 13845
qualification, 147, 148
roadblocks to, 162-64
winning, 160-64

Sales tools
demographics, 50
facility knowledge, 37, 38-40
familiarity with competition, 37,

40-44



networking, 4648
technology, 48-50
time management, 44-46
Satellite downlink, 77
Schoolroom style room sets, 68-69
Servicing, 16
Setup fee, 3
SGMP. See Society of Government
Meeting Professionals
Signature food, 102
Skirting, 77
Slide projector, 76, 78
Sliding scale, 176-77
Slippage, 175
Society of Government Meeting
Professionals (SGMP), 46
Solicitation
publications and, 140-41
readerboards and, 142-43
sales blitzes and, 143-44
trace files and, 141-42
Space
eater, 72
efficiency, 15-16
intensity, 14-15
release, 13-14
specialized, 9
Speaker phone, 78
Sphere of influence, 143
Spotlight, 78
Stand-alone facility
catering deployment, 19
definition of, 2
maximizing function space in,
14-16
Standard cancellation fee, 174-75
Standing microphone, 78
Starfish room sets, 71

Star room sets, 71
Stay set, 16

Strobe, 78

Surge protector, 78

T
Table microphone, 78
Tables
buffet, 82-83
coffee breaks, 83
display, 84
head, 83-84
observer’s, 83-84
registration, 84-85
serpentine, 86
Tableside preparation, 57
Tabletop exhibit, 90
Taste panels, 188-89
Technology
meeting industry and, 51
as sales tool, 48-50
Teleconferencing, 78
Telephone calls, 170-71
Tentative status, 172-73
Testimonial letters, 215
Thank-you letters, 170
Theater style room sets, 69-70
Third party leads, 144
Three-tiered deployment, 17
Time frames, 13
Time management, 4446
Trace files, 14142
Trade shows, 90
Transient hotel guests, 7
Travel agency, 144
T style room sets, 73
Turnover, 17-19
Turn time, 16
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Two-tiered deployment, 17
Two-tiered modified deployment,
17

U
U-shaped room sets, 70

\%

VCR. See videocassette recorder

Very important person (VIP),
33

VHS, 78

Videocassette recorder (VCR),
78

Video conference, 78

Video projection, 78

Video projector, 77

VIP. See very important person

V style room sets, 73

w
Walk-ins, 139
Wedding coordinator, 22
White-glove service, 57
Wine
corkage fee, 129
house, 129
origins, 127-28
tips, 128-29
types, 127-28
varietals, 127
Word pictures, painting, 120-21

Y.
Yield management, 7-8

Z
Zoom (video), 78



