
Perhaps you don’t believe events are a significant part of your business travel expenditures. Think again. 
According to the US Travel Association, more than 40% of the $334B spent on business travel in the US 
in 2019 was spent on meetings and conferences*, accounting for one of the largest unmanaged spend 
categories.

Not all meetings are big, elaborate events and trade shows. Meetings refer to all sorts of engagements 
including recruiting, training, roadshows, client visits, and guest travel to name just a few. But small 
doesn’t necessarily mean simple. Even a team meeting with a few people requires most, if not all, the 
same steps as a large event. Venues need to be secured, travel booked, policies applied, duty of care 
delivered, and spend managed.

As with many business functions, there are costs to not managing your meetings properly. One of the 
biggest contributors to cost is multiple systems, or worse, no system at all. If planners and attendees 
are doing different tasks in different places, visibility is diminished while inefficiencies multiply. Having 
multiple and/or inadequate systems and processes can lead to any number of challenges including:
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*Source:  US Travel and Tourism Overview (2019), US Travel Association

https://www.ustravel.org/system/files/media_root/document/Research_Fact-Sheet_US-Travel-and-Tourism-Overview.pdf#:~:text=Leisure%20travelers%20%28domestic%20and%20international%29%20spent%20a%20total,travelers%20spent%20%24139%20billion%2C%20up%202.6%25%20from%202018.
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THINGS TO CONSIDER WHEN CHOOSING AN EVENT MANAGEMENT SOLUTION

Visit Concur.com to learn more about Concur Event Management by Groupize or contact your SAP 
Concur solutions representative to learn how it can help your organization.

Choose the right-sized solution
Many event management solutions are designed for the biggest, most complex events, often 
coordinated by professional planners, yet the majority of meetings fall outside that scope. If 
you conduct smaller, more frequent meetings, look for a web-based solution that offers a 
balance between robust functionality and a system that is easy to deploy, maintain, and use.

Look for scalability and flexibility 
Meetings come in all sizes. You want to ensure the same visibility, cost control, and policy 
compliance with smaller meetings that you’ve come to expect with larger events. Look for 
rules-based systems that accommodate different meeting sizes and types for maximum 
flexibility. Be sure there are no limits on usage so you can grant access to anyone planning a 
meeting. More users mean broader visibility, better compliance, and greater opportunity 
for savings. 

Meet the needs of all users
More frequent, smaller events mean everyone has the potential to be a meeting planner. You 
want a system that provides both management oversight and user autonomy. Choose a 
solution that can be deployed throughout your organization with self-serve functionality. This 
combines broad accessibility with a low learning curve, particularly for infrequent users. And 
don’t forget about attendees. Tools should make it easy for them to comply with registration 
or other attendance requirements.

Don’t forget centralized sourcing and procurement 
Look for a solution that makes it easy for planners to request proposals from multiple venues 
to ensure your organization is getting the most competitive rates, leveraging preferred 
vendors, and booking in accordance with your organization’s procurement policies. 

Consider an all-in-one solution with travel integration
Even small meetings, if done right, require multiple steps including supplier sourcing, 
registration, attendee management, and spend control. Then consider the possibility of 
travel by at least some attendees and the benefits of a single, centrally managed solution 
that integrates with your travel software become clear. 
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