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How to ACCE Your Meeting 
Key factors to ensure participants leave with more than they came with and are excited to return next year. 

1. Aim. Have a clear purpose defined by measurable outcomes. 
2. Customize. Know each of your stakeholders and plan for the needs you have asked them to identify. 
3. Connect. Provide opportunities for participants to purposefully connect and then maintain post-meeting interactions. 
4. Educate. Deliver relevant, engaging learning opportunities that will change or create behaviors. 

 
Aim — Know Why You’re Having the Meeting 
1. Have a clear purpose defined by measurable objectives. 
2. Write fresh objectives for every meeting. 
3. Reject ideas that don’t fulfill the meeting objectives. 
4. Create objectives that move the organization forward. 
Customize — Create an Experience 
5. Know each of your stakeholders and plan for the needs you 
have asked them to identify. 
6. Plan a participant experience, not a meeting. 
7. Identify what your competitors are not doing and do it. 
8. Offer several giveaways so participants may choose. 
9. Design the participant experience to begin the year before, 
continue past registration, and culminate on site. 
10. Surprise them. 
Food & Beverage 
11. Plan for special dietary requests; they will happen. 
12. Require caterers to detail each special menu and ensure each 
matches the value and quality of the standard menu. 
13. Don’t underestimate the impact of plentiful, quality food and 
beverage on the participant experience. 
14. Don’t serve chicken, garden salad with iceberg lettuce and 
cherry tomatoes, canned vegetables, or anything else that is boring. 
Ask for menus featuring local foods. 
Awards Programs 
15. To shorten the awards program and recognize winners have a 
Meet-the-Winners time, have a Wall of Fame with winners’ portraits, 
and/or a display of the winning projects. 
16. Print winners’ full bios in a ceremony program and share only 
the achievements related to the award. 
17. Ask one of your professional speakers to emcee. 
18. Have winners stand at their seats to be recognized. Use a 
spotlight if it’s in your budget. 
Connect — Don’t leave it to chance 
19. Provide opportunities for participants to purposefully connect 
and then maintain post-meeting interactions. 
20. Situate seating areas so they will encourage interaction.  
21. Distribute Connecting Cards that provide a way for participants 
to comfortably meet new people. 
22. Include exhibitors and sponsors in all aspects of connecting. 
They are valuable resources for everyone. 
23. Encourage interaction at meals by providing discussion topics, 
e.g. what book are you are reading. 
24. Ensure all participants are invited into networking situations. 
Assign participants to redirect conversation hogs and rescue 
wallflowers. 
25. Ensure participants can access contact information for each 
other after the meeting. 
26. Schedule Meet Ups for known subgroups, e.g. graduates of XYZ 
University; those in similar positions; by generation. 
Educate — Ensure It can change or create behaviors 

27. Deliver relevant and engaging learning opportunities that will 
change or create behaviors. 
28. To ensure you’re offering timely topics invite your target 
audience to identify what they need to learn and schedule the 
most popular topics. 
29. Vet speakers to ensure they have podium skills and their 
information is current, especially for industry professionals. 
30. Require speakers to include a variety of teaching methods. No 
lectures unless your audience prefers them.  
31. Preview speakers’ slideshows to ensure they are not boring, and 
that participants will benefit from them. 
32. Take a 30-minute break between sessions. The newly-learned 
info can sink in and more connections can occur. 
33. Don’t schedule speakers after dinner unless they are really 
funny, wildly famous, and/or completely enthralling. 
34. Ensure panel discussions have clear objectives, are expertly 
moderated, and include panelists who will advance the 
conversation. 
35. Define an objective for every session, including keynotes. 
Financial 
Increasing Income 
36. Choose fundraisers you know participants will donate to.  
37. Auction desserts. Guests at each table pool their money to 
purchase a fancy dessert sold by an auctioneer. 
38. Negotiate with every supplier. 
39. Negotiate speaker fees to include time for one-on-one 
consultations with participants; charge a registration fee. 
40. Offer discounted reg fees and event tickets to emerging 
professionals. Include an affordable sponsorship option. 
41. Offer customized sponsorship opportunities so you can uniquely 
showcase a supplier and fulfill their marketing goals. 
Decreasing Costs 
42. Ask caterer for menus that are $2 less than listed prices. 
43. Don’t serve vegetable, cheese or fruit trays, meat carving 
stations, a keg, or other bulk items unless you have a good history of 
full consumption. 
44. Don’t give comp registrations unless you have budgeted for the 
actual cost per person. 
Planning 
Logistics 
45. Steal great ideas from other meetings you attend. It’s called 
parallel development. 
46. Keep a detailed meeting history; use it to plan the next 
meeting. 
47. Don’t use a mobile app unless you know it will fulfill objectives 
and can afford the time required to make it work. 
48. Eliminate program books only if it will benefit participants.  
Marketing 
49. All marketing should answer, “What’s in it for me?” 
50. Prove that you are offering something unique. 
51. Promote next year’s meeting this year. 
 


