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Ten tips to successfully working with vendors

· Call references, you may learn great things
· Include AV and Catering team on site checks

· Provide complete agenda a week ahead of time to every vendor involved

· Provide vendors with a one sheet that lists every vendor, full contact information and their load in time a week prior to the event
· Ask for feedback on the vendor sheet – load in times may be too tight or vendors cell # may be wrong

· Include vendors in team meetings day of event where appropriate – make them part of the team

· Provide little thank you gifts – even a bag of custom M&Ms or the event t-shirt is appreciated
· Do all you can to get payment sent on time

· If pleased with service, offer to be a future reference

