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Conferencing Checklist

	Have you…
	Check 
	Alternate Plan or Resolution

	1. Designated one person as the event coordinator?


	
	

	2. Contacted us with a potential event date, time, and title?


	
	

	3. Talked to us about our fees and invoicing procedure?


	
	

	4. Received a contract from us for that request?


	
	

	5. Returned your signed contract to us?


	
	

	6. Received your confirmation from our scheduler?


	
	

	7. Contacted us about details we may have missed?


	
	

	8. Checked our web site for helpful information?


	
	

	9. Included basic information about our facility in your handouts?


	
	

	10. Checked with your presenter about set-up and technology needs?


	
	

	11. Forwarded our email and contact info to your presenter?

	
	

	12. Forwarded any power-point presentations to us via email?

	
	

	13. Contacted a caterer from our approved caterer list?

	
	

	14. Made arrangements with us for catering set-up?

	
	

	15. Contacted us about any pre-event deliveries to our facility?

	
	

	16. Labeled any pre-event deliveries with your event date or title?

	
	

	17. Called us with your final participant count prior to the event?

	
	

	18. Reviewed our inclement weather policy (WBAL radio & TV)?

	
	

	19. Forwarded our general number for directions (410/617-1500)?

	
	


