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TIVOLI SEMINAR CHECKLIST

In planning a seminar, there are many factors to take into account, from event preparations to post-event evaluations. The seminar checklist, shown below, breaks out the variety of items that must be handled in order to make the event successful.  Should you have any questions, please contact the appropriate Market Manager.

Note: The lead times noted below may vary according to your location.

PRE-EVENT ACTIVITIES

12 weeks

· Identify the regional manager/point person within your area who will manage the seminar

· Choose cities within your region to hold the seminar. Choose and secure a seminar location. It is recommended that you select a mid to high-end venue (i.e. Ritz Carlton, Marriott, Hyatt, Renaissance, etc.). 
Banquet event order should include:

· Continental breakfast including coffee and juices

· Morning coffee break

· LCD projector with screen 

· Table at front of room for computer and LCD projector 

· Easels for signage (signage/poster optional by region)

· Registration table, two chairs, and a wastebasket

· Room set up classroom-style; two people per six-foot table

· Set up by 7:00 a.m. the morning of the seminar

· Tailor and/or translate seminar content for your region (if applicable).

· Engage an event management company (if applicable). 

· Develop a call center/registration campaign to handle: database modifications, report development, call guide development, response management mechanism setup (800#, e-mail, and/or Web), qualification survey, fulfillment, agent assignment and training. 
· Begin activities related to list development. 
· Find a presenter. 
8 weeks:

· Customize invitations.

4-5 weeks:

· Mail invitations.

3-4 weeks:

· Begin follow-up telemarketing (include at least two attempts to contact each prospect).

· Order handouts, literature packs, promotional items, and door prizes.

· Order signage.

3 days before event:

· Compile attendee roster.

· Produce attendee name badges (you can include your company name with the IBM Business Partner logo).

· Confirm number of attendees to hotel.

· Mail signage, literature/ handouts, and promotional giveaways.

· Prepare on-site seminar host kit to include: 

· Banquet event order, including hotel on-site contact

· Registration check-off list

· All shipping paperwork with tracking numbers (# of boxes and contents listed)

· All Shipping paperwork for returning signage

· Fax confirmation

1 day before event:

· Confirm arrival of all shipped items, including:

· Signage

· Literature

· Prizes

· Name badges

On a daily basis:

· Input scheduled registrants into database.

· Send confirmation letters, product/seminar information fulfillment, registration and status updates to appropriate parties.

· Transfer "hot" leads to Tivoli/Business Partner sales representatives.

Day of event:

· Confirm room setup.

· Display signage.

· Distribute presentation copies and other literature.

· Display badges at registration table for sign-in.

· Register each attendee for drawing.

· Conduct seminar.

· Present door prizes and promotional items.

· Administer evaluation survey.

POST-EVENT ACTIVITIES:

1 day

· Tabulate evaluation surveys and completed roster.

2 days:

· Update attendees/no-shows in database.

2-3 days:

· Input evaluation forms.

· Mail “Thank You” letters to attendees.

· Mail “Sorry We Missed You” letters to no-shows.

1 week:

· Telemarketing follow-up to no-shows, and to attendees who did not submit feedback.

2 weeks:

· Follow up with direct mail literature to attendees, no-shows, and other prospects.

The invitation

The invitation utilizes the four-color direct mail templates contained in the new Tivoli 2002 Direct Marketing Guidelines. The invitation piece will contain all, or some of the following information: seminar topic, purpose, location(s), date(s), time(s), and directions for registration.

Customized Areas:

If the verbiage in the seminar kit invitation contains areas for the following content, the invitation should be customized specific to the Business Partner requirements:

· Registration options, including correct e-mail address, fax and phone numbers, Web site as applicable

· Cities, dates and agenda

· Business Partner specific copy

You may also wish to provide a customized offer or promotional giveaway for attendees

You may order a CD containing the templates in Quark 4.1 for Mac OS format. Be sure to also reference the Tivoli 2002 Direct Marketing Guidelines for instructions on using the Tivoli templates and imagery. The recommended copy for your particular seminar is available in an MS Word (.doc) file loaded as part of the Seminar Solution. 

Promotional items/raffle prizes

Promotional items

Shown below are suggestions for promotional items (with the Tivoli brand mark) to give all seminar attendees. It is recommended that you stay in the $2 - $3 range. You can order these and other similar items from the Tivoli Company Store at http://www.tivoli.com/inside/store/tivoli_store.html 
Stress Balloon

Don't let the competition squeeze you out; manage your grip with this stress buster. $2.50

Snuggle Pen AJ
Write away with this elegant silver pearl pen with translucent rubberized grip. $9.20

Raffle Prizes

An item of greater value, such as a Palm Pilot, is suggested as a raffle prize. You should use this as an incentive for attendees to complete the Final Evaluation Seminar Survey - making only those who complete the survey eligible for the drawing.

Suggested Seminar Handouts

Reference the list of suggested handouts including brochures, white papers and data sheets in the downloadable materials section of the Seminar Solution. 

Signage

When preparing for your seminar, you need to develop signage that will be helpful for attendees. Basic signage suggestions include:

Signs to place inside the building or hotel entrance:

· 22" x 28" poster, on foam core to put on large easel

Room marker sign:

· 22" x 28" poster, on foam core to put on large easel at room entrance/registration table

Tent Card with speaker's name to place on table or podium:

· 11" x 5" folded card

Metrics for Success: Post-seminar evaluation

Standards have been established to measure the success of these seminars.  The goal for seminar attendance has been set at 25 - 50 attendees per seminar, depending on the city.

Both of the following forms should be returned to your Tivoli Regional Marketing Manager, and the Tivoli Campaign Program Manager, within one week after the seminar.  

Seminar Results Form

Your seminar final results will be reported via the Seminar Results Form (Attachment 1).

Results will be analyzed:

· Per event

· Per region

· Per geography

Analysis will include:

· Seminar Analysis

· Total cost per response

· Total cost per lead

· Total response rate 

· Total response conversion to attendees (no-show rate)

· Total number of attendees per location

· Total number of inquiries vs. Attendees

· Total number of responses

· Total number of qualified leads

· Registration Analysis

· Registration via Web (if applicable)

· Registration via e-mail (if applicable)

· Registration via fax (if applicable)

· Registration via phone (if applicable)

· Registration via mail (if applicable)

Seminar Attendee Evaluation Form

The Seminar Attendee Evaluation Form (Attachment 2) will be passed out at the end of each seminar, and will measure the effectiveness of the presenter and the seminar overall.

Attachment 1

Seminar Results Form

Seminar Name: _____________________________________________

Region/Business Partner:___________________________________

Seminar Analysis

	Event
	Attendance
	Cost Analysis

	Date
	Location
	Registered
	Attended
	Leads
	% Show
	Cost
	CPA
	CPR
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Event Data


Date: Date of each event


Location: City in which each event took place

Attendance Data


Registered: Number of registrants per event


Attendees: Number of attendees per event


Leads: Number of leads per event


% Show: Number attended / Number registered

Cost Analysis


Cost: Cost per events


CPA [Cost per Attendee]: Cost per event / Number of attendees per event


CPR [Cost per Response]: Cost per event / Number registered

Registration Analysis

	
	Number of Registrants
	Percentage

	Via Web
	
	%

	Via e-mail
	
	%

	Via mail
	
	%

	Via phone
	
	%

	Via fax
	
	%

	Totals
	
	100%


Attachment 2

Seminar Attendee Evaluation Form

[INSERT SEMINAR NAME HERE]

Overall Evaluation

This survey should take less than 5 minutes to complete.  Please help us improve our efforts by answering the following short questions:

1) Overall, how well did the seminar meet your expectations?

(exceptional)4
        3           2
  1(poor)

2) How would you rate the set of topics that we covered?

(exceptional)4
        3           2
  1(poor)

3) How would you rate the materials?

(exceptional)4
        3           2
  1(poor)

4) How would you rate the presenter?

(exceptional)4
        3           2
  1(poor)

[INSERT LEAD QUALIFICATION QUESTIONS HERE]

Thank you for your time!

