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BEFORE, 
DURING,  
AND AFTER: 
A Three-Pronged 
Approach to Improving 
Your Events and Meetings
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Event and meeting planning has always been challenging. But in today’s 
world of in-person, virtual, and hybrid meetings there are even more 
moving parts. An event may simultaneously be held in-person and online. 
A meeting that used to be in a single city with a large group of people may 
now be in multiple cities with small groups. On top of this, organizations 
also have to ensure event and meeting venues meet certain safety 
requirements. All of this can make it difficult to accurately determine what 
the cost of your events and meetings will be and figure out your return on 
investment afterward. But fortunately, it is possible to accomplish both.  

Regardless of what types of events your organization plans to hold this 
year, here are some steps you can take before, during, and after your 
events to improve the experience for participants and better estimate the 
costs involved.
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Before the Event

• Establish a budget for your events and meetings. We all 
know that events cost money. The question is, what is the 
true cost of the event? Creating a formal budget can help you 
determine that as well as control expenses. That’s because many 
travel and expense costs related to an event, such as airfare, 
hotels, ground transportation, and food and beverages, often 
aren’t included in the formal event budget, and therefore aren’t 
accounted for in the true cost of the event.  

• Assemble a team to oversee every event or meeting. 
Depending on the size of your event, this could be a few people or 
a large team.  

• Create formal plans for each of your organization’s events 
and meetings, and implement them. Include important 
information such as the date of the event, potential geographic 
locations and venues, and suggested speakers, sponsors, special 
guests, and/or exhibitors. Then, prepare a list of action items 
and deadlines, and assign each task to individual team members. 

• Use a comprehensive technology solution to plan and 
manage your events and meetings. From one centralized 
solution, you can shop around and compare multiple venues 
and their pricing, manage event registration, communicate with 
participants, track travel and expense costs, produce reports, 
manage receipts, and more, making it easier for your event 
planners to manage all the logistics for your event. 

38% of event organizers say they spend more time preparing 
to host a hybrid event compared to an in-person or virtual event.  
Source: Markletic

https://www.markletic.com/blog/hybrid-event-statistics/
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• Set up a website and online event registration system to 
manage RSVPs and attendance. As part of these efforts, create 
a section where participants can upload their vaccination card or 
negative test results to avoid long lines on-site.  

• Prepare for one event with two different experiences—one for 
in-person attendees and one for remote participants. Consider 
what each audience will need to see, hear, and experience during 
your event or meeting to feel like they’re an integral part of it. 
How will in-person and remote attendees each listen to speakers, 
or access presentations, handouts, or any notes made on a 
whiteboard during the event? 

• Design a touch-free event. Use QR codes and electronic badges 
or wristbands to keep participants from having to touch and share 
surfaces while they’re at your event.  

• Pre-record your keynote speakers’ speeches to reduce the risk 
of potential broadcast issues or technical disruptions for remote 
attendees during your event.  

• Ensure your event or meeting complies with government 
regulations. Consider regulations such as the Payment Card 
Industry Standard (PCI), the General Data Protection Regulation 
(EU GDPR), and the California Consumer Privacy Act (CCPA).
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During the Event

• Appoint a meeting facilitator to manage the flow of your 
event or meeting and help engage and involve both in-person and 
remote participants. Have the meeting host help connect people 
for in-person and remote network opportunities.  

• Use high-quality microphones and video recorders. This allows 
both in-person and remote participants to clearly hear all the 
speakers during the event. 

• Incorporate interactive elements into your event. Consider 
such elements as live polls, question and answer sessions, or 
a virtual whiteboard to increase engagement and participation 
during the event.  

• Proactively communicate information to participants during 
the event. Sending employees, speakers, and vendors texts or 
emails to let them know where they’re supposed to go or be during 
your event can have a positive impact on their experience and 
satisfaction.   

• Record your event or meeting. Distribute a copy of the meeting 
recording to participants.

81% of event organizers say networking capabilities play a key 
role in audience satisfaction at hybrid events.   
Source: Markletic

https://www.markletic.com/blog/hybrid-event-statistics/
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After the Event

• Set up a post-event webpage. This is where attendees can go to 
access any recordings or documents directly related to the event as 
well as links to associated content or sites.  

• Send out thank you notes and/or gifts to event and meeting 
speakers and participants. If possible, try to send gifts that tie back 
to the event or meeting.  

• Send out a survey. Gather attendees’ feedback on the venue, 
speakers, topics, staff, opportunities for networking, handouts, 
safety, overall value, food and beverage options, etc.   

• Follow up with attendees. Have members of your sales or customer 
service teams reach out to maintain connections. Document this 
feedback in a way that helps others leverage this feedback for future 
meetings and events.   

• Repackage your event content by turning it into an online course or 
education module for those who weren’t able to participate.  

• Use technology to evaulate all of your event-related spending 
and compare it with your budget. When you integrate your event 
tool with your travel and expense system, this comprehensive 
review will provide you with the data and insights you need to fully 
understand the true cost of your event, and create better and more 
accurate budgets in the future.
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Even though the event landscape continues to change and evolve, 
there are still plenty of opportunities to hold great events and provide 
your attendees with remarkable experiences. Just make sure to put 
the right technology solution in place—one that will enable you to 
centralize all of your event planning and quickly and easily pivot from 
one event type to another—to make the process of holding events 
faster, easier, and more efficient for everyone.

To learn more about how to centralize 
and simplify the meeting and event 
planning process, visit us online.

https://www.concur.com/event-management
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