
HOW ORGANIZED ARE 
MEETINGS AND EVENTS  

IN YOUR COMPANY?

A simple self-check to understand where you’re starting from and  
what to do next.

If you’ve ever wondered how organized meetings and events are in your  
company, you’re not alone. Many organizations don’t have a clear way to 
judge what “good” looks like, which can make it hard to know where to start. 

This simple self-check is designed to help you see where you’re starting  
from and highlight practical next steps you can take. 

WHAT THIS MEANS
Most companies start exactly where  
you are. Meetings and events are  
happening, but there’s no clear  
ownership or visibility of what’s really  
going on across the business.

THE GOOD NEWS
This pack has been designed specifically  
for companies at this stage. In it you’ll  
find small, practical steps that will  
make a meaningful difference.

WHAT TO FOCUS ON NEXT
Start simple: At this stage, the aim isn’t  
to fix everything at once. It’s to get a  
clearer picture of what’s happening  
today:

•	Gather a small set of basic metrics to  
	 understand your current meetings  
	 activity. The Key Metrics to Get Started  
	 section is a good place to begin. 

•	Speak with key stakeholders to  
	 understand how meetings are currently  
	 being planned and where challenges  
	 or gaps may exist. 

•	Use what you learn to outline a simple  
	 business case, focused on improving 
	 visibility and consistency. 
 
WHY THIS MATTERS
At this stage, limited visibility can also  
mean unseen risk,  such as unexpected  
costs, gaps in duty of care, or  
inconsistent decision‑making across  
teams. Building even basic structure  
helps bring this into view over time.

If you’d ever like a quick sense‑check  
as you get started, our team is happy  
to help, get in touch.

WHAT THIS MEANS
Your company has already recognized  
the need for an organized meetings and 
events program, and some foundations  
are starting to form. There’s likely  
ownership in place and growing  
awareness, but processes may still  
differ between teams, and visibility may  
be partial. This is a very common place  
to be.

THE GOOD NEWS
While this pack has been designed  
primarily for companies at the very  
beginning of their meetings journey,  
it can still serve as a useful sense‑check.

You may find confirmation that you’re  
on the right track, or you may spot small 
gaps that are easy to address now rather 
than later. 

WHAT TO FOCUS ON NEXT
At this stage, the priority is moving from 
awareness to consistency and starting  
to show the value of a more structured  
approach.

•	Standardize how meetings data is  
	 collected and reported, so you can  
	 clearly see volume, spend and activity 
	 across the business. This creates a  
	 baseline for tracking progress and  
	 success. 

•	Use this data to understand where value 
	 and risk sit, such as supplier spend,  
	 duplication, or inconsistent processes 
	 — and where a more joined‑up  
	 approach could deliver savings or  
	 reduce exposure. 

•	Assess how the program is being  
	 resourced today, including who is  
	 planning meetings, how much time  
	 it takes, and where external support  
	 could improve efficiency, service, or  
	 outcomes. 
 
WHY THIS MATTERS
As programs grow, partial visibility and  
inconsistent processes can introduce 
avoidable risk. Improving consistency  
helps bring this under control and  
makes the value of the program easier  
to demonstrate.

Need support as your program grows?

We help organizations bring consistency  
to meetings processes, improve visibility, 
and reduce risk. Get in touch to to learn 
how we can support you.

Is there a centrally defined 
owner or team responsible for 
meetings and events across 
your company?

Do you know, or can you  
estimate, how many  
meetings and events your 
company holds each year?

Do you know how much your 
company spends each year  
on meetings and events?

Are all meetings tracked in 
one place and funded in the 
same way?

Does your company have a 
meetings and events policy  
in place?
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WHAT THIS MEANS
Your organization has clear ownership, visibility  
of meetings activity and spend, and core  
governance in place. Meetings and events are  
being managed in a structured and intentional way.

WHAT TO FOCUS ON NEXT
At this stage, the focus shifts from building  
structure to getting more value from what you  
already have and to actively managing risk. 

Established programs often concentrate on:

•	Reducing risk, including financial exposure,  
	 compliance, duty of care and brand reputation. 

•	Improving consistency, so policies and processes 
	 are applied across teams, regions and suppliers. 

•	Embedding sustainability into meetings planning. 

•	Using technology and automation to improve  
	 efficiency and service. 

•	Deciding which meetings need support and  
	 which can be self‑service, especially for smaller  
	 or simpler meetings. 

•	Expanding the program across regions, applying 
	 what works in one market more consistently  
	 elsewhere.

This pack may still act as a light sense‑check, but  
established programs rarely fit a one‑size‑fits‑all 
model. At this stage, tailored discussion is more 
valuable than general guidance

Considering what comes next?

Established meetings programs benefit most from  
a tailored approach. If you’d like to explore how  
agency support could help you optimize  
performance or scale with confidence, we’d be  
happy to talk it through. Get in touch.
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