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OBJECTIVE
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To ensure our guests have a positive and consistent first experience when organising and
attending an event at an Accor hotel.
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The event organiser/host is to be welcomed in a professional and warm manner, ensuring an
outline of the basic event details are re-confirmed and the organiser/host is confident that the
event will run smoothly.
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The event host will arrive much earlier than the delegates. The employee supervising the
event is to stand by the room at least thirty (30) minutes prior to the scheduled host arrival
time. It is preferable that the Sales/Event coordinator who organised the function is also
available to meet with the host.
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The employee is to greet the host, introduce themselves in a professional and positive
manner and explain that they will be looking after the function for the duration of the day.
The organiser/host is to be offered a complimentary coffee/tea or suitable refreshment.
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The host is to be escorted to their function room to ensure they are happy with the room and
setup.
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The main event details from the BEO are to be reviewed to ensure the host is happy with
the arrangements. Be brief but cover all necessary details. Items to review include but are
not limited to:
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Timings
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Room layout
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Signage
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Audio Visual (AV) equipment
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Location of bathrooms, smoking areas where refreshments will be served (e.g. location
of the restaurant, break areas)
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Who is authorised to sign for any additional equipment and the final bill

TS MBS (AT RER 1)
Wifi access code (if applicable)
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Final invoice payment method
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Provide the host with a meeting room key and advise that the room will be locked at
lunch (assuming all delegates leave the room for lunch).
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Demonstrate to the host how to use all AV equipment.
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Advise the host that you will be available throughout the duration of the event for anything
they need. Ensure the host knows how to contact you; a phone or other device such as a
pager, with a direct dial in or close to the function room is to be available.
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In addition, details of emergency procedures including fire alert tones, exits and evacuation
procedure are to be provided to the host if this is their first visit to the hotel.
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Some clients may request an emergency briefing to their group at the beginning of their
event. At least one employee on every shift should be able to provide this briefing in a
professional manner. In some hotels, security may perform the briefing (refer to hotel policy)
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If the host requests any additional equipment and there is a cost involved, an Additional
Charges form is to be completed and signed by the host (subject to hotel policy).
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When additional equipment is requested:
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Advise the host of any charges; host to verbally confirm acceptance.
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Set up the equipment immediately.
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Complete the Additional Charges form and have host sign.
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Advise the Sales/Event manager of the request.
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Post charges accordingly.
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Provide copy of form to the relevant parties (one copy to be attached to invoice for the
client, one to finance and one for billing — subject to hotel policy)
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