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	A simple framework for organizations building a structured meetings program 

When you’re building a meetings program, you’re going to need a meetings policy. It helps organizations in areas like cost and risk management, data capture, stakeholder responsibilities and contracting. 

If you’re struggling to know how to start a policy and what one should look like, we have a framework for what you should include: 

What’s the purpose? 
A meetings policy should clearly state why it exists, not just to set rules but to create a consistent and responsible approach for everyone involved. 


 
	Business Area 
	What it helps with 

	Brand and Consistency 
	Ensures meetings reflect company values and deliver a consistent participant experience 

	Financial Stewardship 
	Promotes responsible and transparent use of budget 

	Risk and Compliance 
	Protects people and the organization through clear and safe processes 

	Data and Reporting 
	Enables informed decision-making and continuous improvement 

	Sustainability 
	Supports responsible business practices aligned with company commitments 


 
DEFINE WHAT COUNTS AS A MEETING 
How do you know if something is a meeting or not?
A meeting can be defined as: a business gathering focused on specific goals and topics hosted for the benefit of associates and/or clients. 
A meeting or event typically qualifies if: 
· A contract is required 
· The budget exceeds a defined threshold (e.g., $10,000) 
· A hotel room block is needed 
· Executives, VIPs, or clients are attending 
· The activity involves elevated risk 
· The company is funding all or part of the event 
Having these clear definitions in place ensures consistency across the business. 
 
POLICY SCOPE 
Specify who the policy applies to. Typically: 
· All employees 
· All departments 
· All company-funded meetings and events 
 
ROLES AND RESPONSIBILITIES 
Define ownership clearly 
Set up a simple process for collecting this data. Start with one region, ideally where volume or spend is highest, to pilot the approach. 
	Role 
	Responsibility 

	Meeting owner 
	Defines purpose, audience and budget 

	Meetings Team or Partner 
	Supports sourcing, planning and compliance 

	Approver 
	Reviews and approves business need and spend 

	Procurement/Legal 
	Reviews and approves contracts 

	Finance 
	Tracks spend and reporting 


 
REGISTRATION AND APPROVAL PROCESS 
All meetings should follow a consistent intake and approval process.  
A simple approval flow: 
Step 1: Define meeting purpose and estimated budget 
Step 2: Register the meeting through the designated process or tool 
Step 3: Obtain required approval 
Step 4: Proceed to sourcing and contracting 
Larger or higher-risk meetings may require central oversight.
SOURCING AND CONTRACTING GUIDELINES 
Core policy principles typically include: 
· Use approved or preferred suppliers where possible 
· Centralize venue sourcing for leverage and consistency 
· Ensure all contracts are reviewed before signature 
· Apply standard company contract terms to reduce risk 
This protects the organization financially and legally. 
Many organizations structure their meetings portfolio into tiers to determine the appropriate level of governance, sourcing and strategic support. Tiers are typically defined by a combination of budget, attendee profile, complexity, lead time and risk exposure. 
Below is an example framework. Definitions and thresholds should be tailored to your organization’s structure: 

	Tier 
	Meeting Type 
	What it looks like 
	Support Level 

	Tier 1 
	Small/internal 
	Lower budget, limited attendees, low complexity, short lead time 
	Self-service tools with contract oversight 

	Tier 2 
	Mid-size meetings 
	Moderate budget, internal/external attendees, sourcing required 
	Centralized sourcing and contract management 

	Tier 3 
	Large/Complex meetings 
	Larger audiences, higher visibility, longer lead times 
	Full-service planning, sourcing and onsite management  


 
PLANNING SERVICE LEVELS 
Risk, Compliance and Duty of Care 
The policy should address: 
· Executive or VIP meetings 
· High-risk activities or destinations 
· Insurance requirements 
· Data privacy and attendee protection 
· Industry-specific compliance obligations (if applicable) 
Higher-risk meetings may require additional oversight. 
 
DATA CAPTURE AND REPORTING 
At minimum, organizations should capture: 
· Meeting purpose 
· Budget vs. actual spend 
· Attendee count 
· Location and duration 
· Key suppliers used 
This data supports: 
· Spend visibility 
· Cost optimization 
· Compliance tracking 
· Future planning 
 
BENEFITS OF A STRUCTURED MEETING POLICY 
A structured meetings program can deliver: 
Cost Savings 
· Volume leverage 
· Improved negotiations 
· Reduced duplication 
Risk Reduction 
· Standard contract terms 
· Reduced penalties 
· Controlled liability exposure 
Efficiency 
· Streamlined processes 
· Clear ownership 
· Faster approvals 
Data and Insight 
· Visibility into total meeting spend 
· Improved forecasting 
· Better decision-making 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Need help putting this into practice?
Understanding the terminology is the first step. If you're ready to
build or refine your meetings program, our specialists can help
you tur structure into measurable impact.

Get in touch to start the conversation.




