	Your organization
	Your job today
	Your career

	What do you need to achieve? Where do you want to be in two to five years?

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.



	Now, rewrite those general achievements as SMART (Specific, Measurable, Attainable, Relevant, Timed) objectives
.

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.



	What will success look like? What are the critical success factors for each objective?

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.



	Organizational strategies and goals

	What are your current priorities?

	Who do you ask?
	What did they say?

	1.

2.

3.


	1.

2.

3.



	Organizational strategies and goals

	What are your long-term priorities?

	Who do you ask?
	What did they say?

	1.

2.

3.


	1.

2.

3.



	What are the issues that keep you up at night? Are you facing a merger or a restructure? New technology? A tough economy or other operating challenges?

	Who do you ask?
	What did they say?

	1.

2.

3.


	1.

2.

3.



	What business(es) are you in?

	Who do you ask?
	What did they say?

(eg. an accounting firm)
	What did they mean?

(eg. selling financial services)

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.



	Who are your internal and external customers

	Who do you ask?
	What did they say?

	
	Internal
	External

	1.

2.

3.


	•

•

•

•

•


	•

•

•

•

•




	Organizational Culture

	How do you get things get done in your organization?

	Who do you ask?
	What did they say?

	1.

2.

3.


	1.

2.

3.




	How do your people create deliverables?

	Who do you ask?
	What did they say?

	1.

2.

3.


	1.

2.

3.



	What are your accepted business practices?

	Who do you ask?
	What did they say?

	1.

2.

3.


	1.

2.

3.



	What are the things that work best about your organizational culture? What are your strengths and assets?

	Who do you ask?
	What did they say?

	1.

2.

3.


	1.

2.

3.




	SWOT analysis

	Largely internal
	Strengths
•

•

•

•

•

	Weaknesses
•

•

•

•

•



	Largely external
	Opportunities
•

•

•

•

•


	Threats
•

•

•

•

•




	Organization or Meeting:
	

	Objectives
1.

2.

3.

4.




	What are your department’s strengths and weaknesses?

	Today
	Two to three years from now

	1.

2.

3.


	1.

2.

3.



	What added value do you bring to your organization?

	Today
	Two to three years from now

	1.

2.

3.


	1.

2.

3.




	Which tasks consume most of your time?

	Today
	Two to three years from now

	1.

2.

3.


	1.

2.

3.



	What percentage of your time do you spend on:

	Today
	Two to three years from now

	• Meeting logistics _____%

• Meeting strategy _____%

• Managing outside vendors _____%

• Other _____%
	• Meeting logistics _____%

• Meeting strategy _____%

• Managing outside vendors _____%

• Other _____%

	Where can you improve?

	Today
	Two to three years from now

	1.

2.

3.


	1.

2.

3.



	For what key functions do you rely on internal stakeholders or partners?

	Today
	Two to three years from now

	1.

2.

3.


	1.

2.

3.




	What key functions do you outsource?

	Today
	Two to three years from now

	1.

2.

3.


	1.

2.

3.




	Vendor

Category
	Vendors
	Level of Spend

	
	
	Global/ National
	Regional/ Local

	Hotel
	
	
	

	
	
	
	

	
	
	
	

	AV
	
	
	

	
	
	
	

	Production
	
	
	

	
	
	
	

	Air
	
	
	

	
	
	
	

	Specialty
	
	
	

	Ground
	
	
	

	
	
	
	

	Food & beverage
	
	
	

	
	
	
	

	
	
	
	

	Entertainment
	
	
	

	
	
	
	

	DMCs
	
	
	

	
	
	
	

	
	
	
	

	Meeting management
	
	
	

	
	
	
	

	
	
	
	

	Alliances/Supporters

Sponsors
	
	
	

	Other
	
	
	


	External Partners
	Vendors
	Cost and Value

	
	
	Total Spend
	1-5 scale

	
	
	
	Cost
	Value
	Cost x

Value

	Hotel
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	AV
	
	
	
	
	

	
	
	
	
	
	

	Production
	
	
	
	
	

	
	
	
	
	
	

	Air
	
	
	
	
	

	
	
	
	
	
	

	Specialty
	
	
	
	
	

	Ground
	
	
	
	
	

	
	
	
	
	
	

	Food & beverage
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Entertainment
	
	
	
	
	

	
	
	
	
	
	

	DMCs
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Meeting 
management
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Other
	
	
	
	
	


	Purpose
	Current Solution
	Gaps
	Rating

	Online RFP
	
	
	

	Budgeting/cost tracking
	
	
	

	Database/project management
	
	
	

	Registration/attendee management
	
	
	

	Meeting planning software
	
	
	

	Surveys
	
	
	

	Attendee evaluations
	
	
	

	Event reporting
	
	
	

	CRM
	
	
	

	Booking Airfare
	
	
	

	Competitor Benchmarking
	
	
	

	Calendaring/scheduling systems
	
	
	

	(Other)

	
	
	
	

	
	
	
	

	
	
	
	


	Objective #1:
	

	What are you measuring?
	What else do you need to know?
	How will you measure it?

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.



	Objective #2:
	

	What are you measuring?
	What else do you need to know?
	How will you measure it?

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.




	Objective #3:
	

	What are you measuring?
	What else do you need to know?
	How will you measure it?

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.



	Objective #4:
	

	What are you measuring?
	What else do you need to know?
	How will you measure it?

	1.

2.

3.


	1.

2.

3.


	1.

2.

3.










