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The Event Industry Today
Today’s meetings and events look drastically different than they did just a few years ago, and they’re
continuing to evolve – quickly. What accounts for this constant change? The advent of event management technology has played a tremendous role.
Ongoing technological advances have put endless event information at our fingertips, allowing us to
make more informed and scientific decisions than ever before. Technology also enables us to plan and
manage events more productively, drive attendance, better engage attendees, offer more benefits to
exhibitors and sponsors, manage costs, and prove event ROI. Data has become the primary barometer
for successful events.
Due in part to these technological changes, attendees’ expectations for events have also evolved.
Today’s attendees are growing accustomed to modern and seamless experiences at every touchpoint
before, during, and after your event. The event landscape has radically changed, and event organizers
who keep up will be poised for long-term growth.

The Right Event Management Technology for You
When it comes to event management technology, providers are a dime a dozen and the options can
be overwhelming. However, not all solutions are created equal. Sifting through the choices to find the
best fit depends on your organization, its events program, needs, and long-term goals.
That’s why we designed the Event Management Buyer’s Guide. Our goal is to guide your team through
the research and evaluation process for an event management partner. This investment is a large decision that will directly impact the success of future events, so you want to guarantee that you’re making
all the right considerations.
Whether you’re an event professional, marketer, or executive, this guide will help you navigate the
event management technology waters and find a stable partner that will support your organization and
its growing needs, so you can deliver and exceed your business objectives.

So, what are the questions you need to ask vendors and the considerations you
need to be making?
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The best providers offer modern and
approachable technology with robust
support and professional services, working
with your team to optimize results.

Key Features and Capabilities for Event Success
Pre-Event
How user-friendly is your event
management system?
The balance between functionality and accessibility of
your technology solution is important. Again, the right fit is
a crucial component. Many providers claim their system is
easy to use, and while that may be true, it may also mean
that there is limited functionality in general that perhaps
cannot satisfy many common event management needs.
Although learning more sophisticated systems require a
greater time investment, the additional functionality and
accumulated time saved on automation can be staggering
when you understand how to use the system. In addition, the
best providers offer modern and approachable technology
with robust support and professional services, working with
your team to optimize results.

Can you help us source venues for our events?
One of the foundational – and most critical – steps to
planning an event is sourcing the perfect venue. From
searching for venues that fit your criteria and submitting
multiple RFPs to chasing down venues and negotiating
pricing, this process can be lengthy and complex.
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Being able to assist with venue sourcing is an indication that
the provider appreciates the entire event lifecycle and has a
holistic view of your event management needs.

What event marketing and promotion tools do
you have?
The core of a strong event strategy is having targeted
marketing campaigns and effective promotion tools. Your
event management system should offer the marketing
power you need to drive visibility, attendance,
and engagement.
This includes the ability to create customized and automated
email communications depending on contact type and
those contacts’ interests and needs. A provider’s email
marketing tool should be robust enough to let you send
differentiated messages for each audience type and to
automatically individualize event invitations and other email
communications. Mail merge fields allow you to personalize
contacts’ names, organization information, and other key
event data. To optimize the success of your event marketing,
everything should have a personal touch.
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Can you help us budget our events and
track spending?
For many event and procurement professionals, budget
management and spend tracking for meetings and events is
difficult, inaccurate, and time-consuming. But as we all know,
it’s vital and unavoidable.
A robust and reliable budget management tool in your event
management system is key to accurately collect budgetary
information, track savings, demonstrate event ROI, and make
better business decisions.

In addition, an automated system can eliminate cash
flow issues that arise with some organizations’ disparate
accounting and event departments. Understand all costs
and the flow of money before making a technology decision.
Many providers don’t fully disclose the costs and fees
associated with e-commerce. These hidden fees can add up
and exponentially affect your bottom line.
You’ll also want to understand whether a potential
system can:
•

Track payments in real time

How customizable is the attendee
registration process?

•

Automate refunds

•

Accept international currencies

Potential attendees want to feel like your event is tailored
just for them, and as an event organizer, all touchpoints of
your event should reflect your organization’s branding and
design. You need the control to ensure brand consistency
across your registration process, emails, your event website,
your mobile event app, name badges, and more.

•

Offer discounts, coupons, and other promotional pricing

•

Integrate with your payment gateway or collect
payments on your behalf

Creating this relevant event experience requires
customization, starting with your registration process. Great
personalization means being able to first identify whether
each visitor to your registration website is a VIP, existing
client, prospective customer, or partner. Your provider
should then be able to pre-populate contact information and
customize the registration process based on attendee type.
Sophisticated event management tools allow you to create
dynamic registration paths and pricing based on preset
attendee criteria.

Can we manage event speakers and content
through your system?
Between the time you broadcast a call for speakers and
your actual event, a lot of legwork needs to happen. You
must collect submissions, review and score them, accept
and reject them, and then coordinate scheduling and
content creation with speakers. For many event planners,
going through these steps and building an event agenda is
time-consuming and extremely manual.
In your evaluation process, understand whether providers
have tools to automate this process, so that you can
reallocate your time to focusing on other tasks.

Do you integrate with housing and
travel systems?
The optimal registration experience for your attendees is
a one-stop-shop to collect all their information related to
your event. This includes booking travel information and
reserving their hotel stay.
Integrating housing and travel directly in the registration
process means a frictionless user experience for attendees
and centralized data for you.

How secure is your payment process?
Your event management system should provide the highest
level of security for event payment and refund processing. Is
the provider PCI Level 1 Compliant?
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There are many mobile app
providers, but the most impactful
one will have seamless data flow
from your app to the rest of your
event management platform.

Onsite
What is your event check-in process?
Check-in is an attendee’s first touchpoint with your
organization on event day. If executed improperly, it can be
frustrating and provide a poor first impression.
In your evaluation, learn how a provider can facilitate this
process onsite, including checking attendees in and out,
registering walk-ins, collecting fees, and printing name
badges. Some providers also offer functionality to let
attendees self-register and check in, saving time for your
event team. Making the right first impression will set the tone
of your entire event for attendees.

How do you track attendance?
While overall event attendance will always be vital to
measure, consider the importance of tracking attendance at
sessions, too. Go beyond anecdotal analysis of whether a
session was full or not. Session tracking will indicate which
speakers and topics are most popular and provide a digital
footprint of attendee interests, thereby optimizing sales team
follow-up and, ultimately, revenue generation.
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What tools do you have to increase
attendee engagement?
You’ve gotten people to your event. Now, how do you give
them a first-class event experience? Attendee engagement
can be a challenge for event professionals, and should be
a big consideration when evaluating event management
providers and reviewing whether they have tools to foster
this engagement.
A popular tool in the industry today for offering relevant,
engaging, and personalized event experiences is mobile
apps. They eliminate the need for outdated printed
brochures and schedules. Instead, attendees have
access to their personal schedule, interactive event maps,
attendee messaging and networking, social media feeds
and gamification, polls, feedback surveys, and more in
the palm of their hand. Some providers also offer tools to
project social media activity on screens live at their events to
encourage even greater engagement.
There are many mobile event app providers, but the most
impactful one will have seamless data flow from your app to
the rest of your event management platform.
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What benefits can we provide event sponsors
through your system?
To maximize the value that sponsors receive from your
events, make sure to highlight and measure the advertising
benefits across multiple event touchpoints. Consider
sponsorship opportunities in your email invitations, event
website, registration process, social media, and name badges.
A mobile event app is also a great way to deliver multiple
advertising channels that will increase sponsors’ impressions
and exposure. Learn about the breadth of sponsorship
opportunities a provider offers, including:
•

Splash pages

•

Social gamification

•

Banner ads

•

Live social feeds

•

Sponsored listings

•

Push notifications

•

Surveys and polling

•

Beacons

How will exhibitors be able to capture
lead information?
Exhibitors are the lifeblood of many conferences and
tradeshows, and can be a large revenue driver for your
organization. Whether exhibitors feel like they connected with
qualified buyers and built new relationships will be a large
determinant if they decide to return to your event next time.
How will an event management provider help your
exhibitors? Discover if a provider has tools for exhibitors to
capture leads, collect the right information, rate leads, input
notes, and send them off to their sales team for follow-up.
Your event team should be able to view exhibitor lead
counts in real time, which booths attendees are visiting, and
the flow of traffic on the floor. You can use this insight to
ensure exhibitors receive the lead flow they need.

Post-Event
What reporting and analytics are available to
measure the success and ROI of our events?
Today, event management is both an art and a science.
Precise measurement and a deep understanding of key
metrics and trends will allow your team to make informed
decisions about how to improve your events. We’ve found
that understanding event ROI is becoming increasingly
important for executives and other event stakeholders.
In a potential provider, look for standard reporting options for
efficiency and the ability to create custom reporting based
on your organization’s specific needs. Additionally, consider
how event information should be delivered to your internal
stakeholders. Check if a provider has options for executive
dashboards or auto-delivered reports.

How do you integrate data from your
event management systems to our other
internal systems?
To provide truly actionable data-driven insights, the
information in your event management system should
seamlessly integrate with your other technology systems.
This could include your Customer Relationship Management
(CRM), marketing automation, email marketing, travel and
expense, or web conferencing systems.
Know what out-of-the-box integrations a provider offers and
whether their Application Program Interface (API) is able to
connect to your other software and internal systems.

Look for standard reporting
options for efficiency and the
ability to create custom reporting
based on your organization’s
specific needs.
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Company Considerations for Support
and Long-Term Growth
How do you stack up to competitors in the
marketplace?
As we’ve mentioned, all event management systems are not
created equal. There are entry-level, mid-size, and high-end
solutions. For most organizations, an entry level and low
cost system does not offer the amount of tools, automation,
and customization needed to be effective. On the other
hand, high-end solutions can become costly.
The right solution ultimately depends on the complexity of
your events, the impact that you’re looking for, your longterm goals, and the number of business processes that can
be automated or streamlined.
Your provider should be able to articulate why they’re
uniquely capable of helping your organization improve and
better manage its meetings and events.

Can you manage our entire event lifecycle?
You should be able to rely on a single best-in-class
technology to cover all of your event management needs,
from finding venues and collecting online registrations to
checking in attendees and gathering post-event feedback.
A comprehensive solution will streamline your processes
and increase your planning efficiency.
Don’t settle for cobbling multiple technologies together to
achieve what you need. Using disparate systems will make
it difficult to understand your true event ROI, give you a
disjointed view of your events, and require manual work to
aggregate your isolated data each time.

What’s your track record?
Your event management technology provider should be
more than just that, a technology provider. They should be
a strategic partner with a deep understanding of where the
events industry is going and have a long-term vision for
your organization’s meetings and events. Look at their track
record to help you determine whether they’re the right partner
to safeguard and ensure your continued event success.

Essential questions to ask include:
•
•
•

How long have you been in business?
How many full-time employees do you have on staff?
Are you profitable?

•

Who are your customers and what kinds of events do
they host?

•

How many events have you powered through
your system?
How often do you release product enhancements
and updates?

•

What support and training will we receive?
Your technology provider should be squarely focused on
you, the customer. Understand the full scope of support a
provider offers. This could include:
•
•
•
•

Phone, email, and chat support
Training and other educational materials
Training sessions
Customer events

When it comes to events, last minute changes and
emergencies happen. Your provider should have customer
support available to assist, even if it’s outside of normal
business hours. Ask prospective providers how many people
they have on their support staff, what their ratio of support
staff to number of customers is, and whether or not they
charge extra for around-the-clock customer support.

Do you have the technology and development
staff to support our growing needs?
Your event needs will change and grow over time. An event
technology provider should have the capacity to keep up
and the foresight to prepare for industry and market changes.
Understand how large their technology and development
staff is, and how they plan to improve their solutions over
time. It’s important to know what an organization has done
in the past and determine whether they have the aptitude to
maintain their product and provide the value you need.
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