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Event Meeting Planning & Contracts 101 

Dave O’Lenick, CMP, CHME, CTA 

National Sports Sales Manager 

Fort Worth Convention & Visitors Bureau 
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Slide 2 Good Afternoon
& 

Thanks for Attending

Introductions
- Name 
- Position 

Personal goals for this session?  
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Agenda

I. Event Planning and Request for Proposal  (RFP) 

II. Key Elements of Your Event to Discuss with the CVB & Sports Commission 

III. Hotels: What Are They Looking For? 

IV. How Can Event Organizers and Host Cities Work Better Together? 

V. Contracts and Important Clauses 

VI. Cover Your Assets 

VII. Questions and Discussions  
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I. Event Planning and Request for Proposal
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What Are Your Roles & Expectations? 

• Search

• Research 

Who, What, Where, When, Why

What are the Event Requirements?                        
Needs? 

Wants? 
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Slide 6 Prioritize Your Negotiating Points 
* Most important 

* Most needed 

* What will you trade or exchange? 

What Are Your Site Requirements? 

* Fields * Lights 

* Concessions * Ticket Takers 

* Security * Parking 

Go Through Your Criteria and Assign 
Approximate Weighted Percentages On 
How You Will Evaluate This Data? 
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II. Key Elements of Your Event to Discuss 
with the CVB & Sports Commission 
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Group Information 

Company Overview 

Reason and Type of Tournament 

Three (3) Years of History and Economic Value 

Letters of Recommendation and References 

Site Inspection Requirements 

Pre-Event Check List 

Event Day-to-Day Agenda 
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Saturday, April 10th

8:00 am: Doors open 

8:00-9:45 am: Coach Check-In 

9:15-11:15 am: Prelims: Individuals, Doubles, Timed 3-6-3 
Relays 

9:45-10:30 am: Relay Team Coaches Q & A Session (optional) 

11:15-11:30 am: Opening Ceremonies 

11:30 - 1:30 pm: Head-To-Head 3-6-3 Relays and Prelims  

12:30-1:30 pm: Special Stackers Finals 

1:30-3:00 pm: Head-To-Head Cycle Relays 

3:30-4:30 pm: SPEED STACKS® International Challenge 

4:30-5:30 pm: Open Division H-T-H Relays (3-6-3, then Cycle) 
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Sunday, April 11th

8:00 am: Doors Open 

8:00-8:45 am: Warm Ups 

8:45-9:15 am: Timed 3-6-3 Relay Finals

9:15-9:45 am: Age Division Doubles Finals 

9:45-10:15 am: Individual 3-3-3 Finals 

10:15-11:00 am: Individual 3-6-3 Finals 

11:00 am -12:00 pm: Individual Cycle Finals

12:00-12:30 pm: Child/Parent Doubles Finals 

1:00-3:00 pm: STACK of CHAMPIONS 
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Thinking Outside The Box 

Problems / Murphy’s Law  

Inclement Weather Rules and Regulations 

Overtime Parent and Fan Behavior 

Security Procedures Evacuation Plans 

Medical and Training Volunteer Coordinator 

Water Stations Community Relations 

Partners & Sponsors 

What, If Anything, Have We Forgotten? 
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Legal & Insurance Needs

Coverage Options/Amounts 

Per Occurrence Legal Liability  

Personal & Advertising Products/Completed Operation

Sexual Abuse & Molestation Damage Premises – Temporarily

Rented to You (# of Days or less)

•Sanctioned 

•Certified 

•Insured 
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The Top Concerns of Planners

(1) Budget Cuts or Fewer Teams Traveling 

(2) Doing More With Less 

(3) Insufficient Staff and/or Volunteers 

Will we see a decline in events, attendance, teams traveling, number of 
tournaments, rise in gas prices, length of tournament, pricing of hotels 
and of course the state of the economy?
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III. Hotels: What Are They Looking For? 
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Hotels - What Are they Looking For?

Room Block Three Year History 
Rate Range Commission or Rebate
Complimentary Commitment Housing Bureau 
Travel Agent / Third Party 

Do the numbers show a solid history? 
Is there a stay and play policy? 

Note: The contract is as written and what you get! 
Nothing more and nothing less. If there is a detail that is
important to the integrity and success of your 
program,  it should be covered and explained in the 
contract! 
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The Hotels Truly Want Your Business 
Weekends Are Vital To Them! 

What scares a hotel more than anything is poor 

performance or not living up to what you projected. 

 Be Conservative  Be Helpful 

 Be Flexible  Be Aggressive 
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IV. How Can Event Organizers and 
Host Cities Work Better Together 
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Cities Want To Partner With You 

* Create an enjoyable experience for the tournament, the spectators, fans, 
the sponsors and you, the Organizer 

* They are looking for a Return On Their Investment through tourism 
marketing and direct economic impact 

* Working together on a charity or fundraising event, a support-worthy 
educational initiative or how about advancing medical research? 
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Each city is looking for ways to impact its sports 
reputation 

*   Showcasing its brand! 
“City of Cowboys and Culture” 
*   Increasing regional, state and national 
recognition 
*   By participating in events from 
Pee Wee’s to the Pros for added exposure.                                
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V. Contracts and Important Clauses 
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CONTRACTS 

Buyers Market - Weak Economic Times 

Sellers Market     - Strong Economic Times 

A contract should be a binding and legal document covering both 
parties equally and should be easy to understand, negotiate and 
explain. 

A contract is used mainly when unforeseen   
circumstances come up. 
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Cover Your Assets

Since 9/11, SARS, the San Francisco Hotel Strike 
and Hurricane Katrina hotels have lost over 
$1/2 Billion in revenue that can not be 
replaced 
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Main Parts of the Contract 

Contact Info – Client and Hotels

Name and Type of Event 

Dates & Guest Room Block 

Room Rates 

Additional Agreed Items 

Billing, Deposit and Payments with Deadlines 

Cut-Off Dates, Check-in/Check-out Times,                            
Staff Rooms, Walking Policy, Complimentary 
Policy, Upgrades and Accepted and Agreed By
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Key Hotel Contract Clause To Review  

* Force Majeure 

* Attrition 

* Cancellation 

* Arbitration 

* Recovery of Legal Fees 
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Slide 25 Force Majeure 

• Clause with most potential impact!

• Clauses that continue to have the biggest impact on 
ability to enforce the contract 

“The performance of this Contract is subject to acts of 

God, government authority, disaster, or other 
emergencies, any of which make it illegal or impossible 
for Hotel to provide the facilities and or services for 
Group’s event or meeting. It is  provided that this 
Contract may be terminated for any one or more of such 
reason by written notice from one party the other 
without liability.”
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Force Majeure IS NOT

* Change in economic circumstance 

* Greater expense (i.e. attrition damages)

* Attendee actions (i.e. fear of travel)

* Threat of Anything (i.e. war, H1N1, 
diseases, terrorism or strike)

The hotel is not obligated to 

accept burden of these 

alleged risks. 
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What Can Be Negotiated?
(For your Protection & the Hotels) 

Change To 

• Civil Disorder Civil disorder within 10 miles of hotel or city

• War Declared War in the United States 

• Threat of Terrorism Actual terrorist attack at hotel or city 

• Declaration of Emergency  Mandatory evacuation order for area of event 

• Threat of Disease Quarantine in location of hotel preventing  
at least 40% of attendees from traveling 

• Weather Curtailment of transportation preventing or 
delaying at least 50% of attendees 
from arriving for the first peak night 
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Attrition vs. Cancellation 

* Cancellation and Attrition are two different 
topics and clauses 

* Attrition occurs when you do not meet the 
agreed upon percentage of room block pick up 
by your cut-off date. 

* Cancellation occurs when you cancel the entire 
event, tournament or program 
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(1) Attrition is an allowance to accommodate  the group. 

(2) You block 100 rooms you are required to fill all 100 rooms of the block by the contract. 

(3) The Attrition Clause gives you a cushion of  10%-20% depending on what you 
negotiated. 

(4) The cushion gives you a little flexibility to meet your expectations and commitments. 

(5) Room Attrition is based on room revenue not room nights 

(6) Attrition credit is not included or given in cancellation 

(7) Based on group rates or average daily rates, make sure you check this?

(8) Hotel can not double dip – so make sure you work with 
them to resell the rooms you are not going to use. 

Attrition vs. Cancellation 
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Cancellation 

(1) Is cancellation based on revenue or profit? (70%-75%)

(2) What about damages applied to future events? In the year for the 
year? Holiday Weekend? 

(3) What ever the cancellation clause is go through the numbers so you 
understand your costs in case you have to go down this road? 

(4) Sliding scales will increase as the event dates get closer and your 
room block gets harder to resell.                  

(5)   There is no attrition allowance in cancellation. 
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Adding Resale /Mitigation Clause 

• Better for both to agree on amount rather then to wait until 
later to collect. 

• The hotel must prove value of lost business vs. value of resold 
business. 

• Avoid court costs, lawyer fees and a long drawn out waste of 
your time and efforts. 

• Fair and amicable solution decided by an unbiased third  
party. 
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What About A Future Event?

• In the year for the year is most helpful 

• Applying damages to future events means the hotel 
has been booked twice but paid only once. 

• What happens if the second dates are cancelled 
also. Are the damages based on one date or both 
dates?
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VI. Cover Your Assets 
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COVER YOUR ASSETS! 

• Always get it in writing 

• Which city/hotel was more reasonable, prepared and professional? 
(RPP)

• What strategies do you have in place to fill your room block and 
mitigating damages if you fall short of requirements? 

• Be conservative up front with your numbers.

• Communicate your pace and document steps

• Do you have an audit request for attrition?  

• Make sure attendees know how important 

it is to stay in designated hotel block. 
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QUESTIONS? IDEAS? DISCUSSION? 
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References  

Meetings and Convention Magazine – www.mcmag.com

Corporate Meetings and Incentives – www.meetingsnet.com

Successful Meetings Magazine – www.successfulmeetings.com

Sports Travel Magazine – www.schneiderPublishing.com

Fort Worth Convention and Visitors Bureau – www.fortworth.com

National Association of Sport Commission – www.sportscommisions.org

The Ultimate Guide to Sports Marketing - Graham, Neirotti & Goldblatt 

Dare to Prepare – How to Win Before You Begin – Ron Shapiro 
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THANK YOU! 

Dave O’Lenick CMP, CHME, CTA 
National Sports Sales Manager 

Fort Worth Convention & Visitors Bureau 
111 West 4th Street Suite 200 
Fort Worth, Texas 76102 

Phone: (817) 698-7827 
Fax: (817) 338-3554 
Toll Free: (800) 433-5747 Ext 221 
Cell: (817) 773-2820 
Email: daveolenick@fortworth.com
www.fortworth.com
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