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Best Practices in Contracting
By Katie Muck, Senior Director, Global Meeting Services 
Meeting Sites Resource

In today’s market, getting to the point of requesting a contract 

can be half the struggle for meeting planners. As planners, we 

need to present a strategic RFP to hoteliers, as this will leverage 

the value of the meeting to the suppliers throughout the RFP to 

contracting process.

Being prepared with negotiation strategies will impact our 

outcome and help navigate through all of the pieces of the contract 

that are crucial to ensuring that we are receiving a contract that 

provides value, shared risk, and strategically meeting the needs 

and demands of our stakeholders. By understanding the value and 

flexibility each party has in the beginning, it can make for a much 

smoother transition to the contract. 

Hotel Fees
One major trend that we are seeing in the marketplace is the 

increase in ancillary hotel fees. There are several different types 

of service fees, surcharges, etc. that hotels are incorporating 

into their contracts.

Make yourself aware by asking the question and including 

language that will not allow the hotel to add on any “additional 

fees” beyond what is being disclosed in the agreement. Note: 

These fees are negotiable and ultimately it is the responsibility 

of the planner to request these additional cost centers to be 

reduced or eliminated if possible. 

Understanding and demonstrating the overall value of your 

meeting to the hotel is an important piece in requesting that this 

be done. Tracking ancillary spend during meetings—anything 

that the attendees of your meeting may purchase at the hotel 

(i.e.,retail shops, golf, spa, food and beverage outlets, etc.)—can 

help. Depending on the type of meeting, hotel, how items are 

being billed, and technology provided, there are several different 

options available to planners to track this information. Having 

the ability to track this spend and report it in the RFP process 

provides the supplier with another piece to value your meeting. 

Technology Costs
Another key component in contracting is the cost of technology 

support for meetings. Knowing the technology needs of your 

meeting is imperative and can impact the quality of your event. 

Moreover, because of the inconsistency of technology support 

fees, this can be a major line item that can cause a meeting to 

quickly go over budget. 



It is a fact that technology is complicated; however, keep in 

mind all of these costs need to be discussed, evaluated and 

ultimately negotiated. Some of these fees include: hardware 

needs, set up/tear down, internet, bandwidth, access fees,and 

technology support costs. Pricing should always be agreed to 

and documented as part of the AV agreement. 

As a planner, always ask the question about the other 

business the hotel has already confirmed before/after your event 

to see if any of these costs can be something that the groups 

can discuss sharing if there are similar sets or requirements in 

the meeting rooms that will be utilized for each group. This can 

be easily accomplished when using the in-house provider but 

may be a bit trickier when using outside sources. Nonetheless, 

it can be done and should be addressed by the planner to help 

reduce technology fees.

If you prefer to use your own technology provider, I still 

encourage you to provide the in-house provider the opportunity 

to bid on your meeting so that you can see what they would be 

able to offer, at what price point, and other flexibility they may be 

able to provide. 

Meeting Space
Hoteliers are also asking more frequently to have the ability to 

move the meeting space around in their hotel. This is again 

when I would refer back to the beginning stage of the RFP 

process and maximize your ability to avoid this piece when it 

comes to contracting by providing the hotelier with a detailed 

RFP with your expectations in the beginning. The supplier is 

working to manager their stakeholders, maximize their function 

space and provide the ability to book multiple meetings at their 

property utilizing the perimeters they have been given. 

This is being addressed in the contract as the hoteliers are 

only guaranteeing a certain amount of function space, but not 

specific meeting rooms. This can prove disastrous for a meeting 

and affect the ROI. For example, if a hotel guarantees you will 

have a minimum of 1,200 sq. ft. for your meeting, that could be 

in any room that is a minimum of that size in their hotel. Keep in 

mind that certain set-up needs will not fit into all meeting rooms 

of a certain size successfully.

It is important in the contract to addresses function space by 

name, guaranteeing the space for a 24-hour hold if necessary, 

and including language that states that function space may 

not be changed unless it is mutually agreed to by both parties. 

Again, as the planner, be prepared to present your meeting 

history and have this documented to support you along the 

contract process when it comes to discussing the needs of 

function space and providing factual information on past usage. 

Conclusion
With the increase in expectation and ROI for each meeting, 

being strategic and knowledgeable has never been more 

important than it is today. Being able to manage meeting 

stakeholder expectations and demonstrating meeting value to 

these stakeholders is the highest priority. 

The best practice for both suppliers and planners alike in the 

entire process is remembering that communication matters and 

is key in a successful partnership. Planners need to include all the 

important details and facts in the RFP and hoteliers need to read 

the entire RFP, respond with advisory questions to the planner 

(not cost/revenue questions) and then provide a quality proposal. 

Regardless of shifts in the marketplace, one thing remains 

the same: Planners who understand their leverage, are flexible 

and have a negotiation plan can add value to their meetings—

and the bottom line.

6-Step Process to  
Value-based Negotiations: 

1 Utilize a strategic RFP / Assess your leverage for each 

meeting

2 Evaluate all revenue contributions by category 

3 Create a custom hotel contract / modify for each meeting

4  Focus on negotiating added meeting value / cost  

savings and contract risk reduction 

5  Track meeting history & spend, by category / 

 individual hotel & chain

6  From your countersigned contract, create a cost  

savings / risk reduction report



Dedicated to making event planning a breeze, Kalahari Resorts 

and Conventions has everything you need — first-class 

service, up to 1,000 guest rooms, premium chef-led dining, 

customizable meeting spaces, spa treatments, America’s 

biggest and best in family-friendly amenities, and a whole lot 

more — all under one roof. 

We recently expanded the ideal meeting and event 

experience by doubling the size of our Wisconsin and 

Pennsylvania convention centers to over 200,000+ square feet, 

bringing those up to size with our Ohio property at 215,000 

square feet. Plus, with locations in the Midwest, East Coast and 

Southwest that are under two hours away from several major 

cities, Kalahari offers a short commute but enough separation for 

guests to completely focus on their convention experience.

Our venues are the ideal location for meetings and events 

of any size, from trade shows, exhibitions, conventions and 

conferences to faith-based retreats and other gatherings. Our 

dedicated teams have more 400 years of combined event 

experience planning more than 20,000 events.

Why choose Kalahari? From experienced staff and versatile, 

best-in-class meeting space to stunning accommodations, 

enviable amenities and conveniently located properties, your 

meeting or event is sure to leave a beyond-expectations, lasting 

impression.

About Kalahari Resorts and Conventions

Kalahari Resorts and Conventions in Wisconsin Dells, 

Wisconsin, Sandusky, Ohio, the Pocono Mountains, 

Pennsylvania, and coming soon to Round Rock, Texas, delivers 

a “world-away” waterpark resort and conference experience 

beyond expectations. The authentically African-themed 

Kalahari Resorts, privately owned by the Nelson family, is home 

to America’s largest indoor waterparks. 

kalaharimeetings.com

linkedin.com/company/kalahari-resorts-&-conventions/

T: 855-411-4605

Nestled into a 10-mile unspoiled barrier island in South Carolina’s 

Lowcountry, Kiawah Island Golf Resort immerses event attendees 

in an awe-inspiring natural setting. A guardhouse and entry gates 

welcome guests to an exclusive, private island experience.

The Resort offers indoor and outdoor venues customizable to any 

group’s needs. Unveiled in March 2020, the West Beach Conference 

Center provides 23,000sf of flexible meeting spaces featuring 

oversized windows that let in abundant sunlight and open onto 

picturesque views, creating an experience you have yet to imagine.

Island-wide accommodations complement event spaces and 

include The Sanctuary—a Forbes Five-Star, AAA Five-Diamond 

oceanfront hotel—while Resort Villas offer expansive spaces to 

relax and feel at home. Attendees will know they are valued as they 

relish their private island retreat.

Enticing groups to savor every morsel, the Kiawah Dining 

Collection offers a diverse range of culinary explorations—from a 

gourmet steakhouse overlooking the ocean to an authentic oyster 

roast set along the banks of the Kiawah River.

For team-building, spousal activities and leisure time, the Resort 

offers five renowned golf courses—including The Ocean Course, 

home of the 2021 PGA Championship—and over 100 invigorating 

recreational activities and nature excursions. 

The Resort also boasts one of America’s best beaches, as well 

as The Spa at The Sanctuary. With pampering treatments inspired 

by its idyllic coastal environment, this Forbes Five-Star spa is an 

experience in its own right. 

Each of these experiences deliver the moments that make 

meetings and incentive travel unforgettable on Kiawah Island.

About Kiawah Island Golf Resort

Kiawah Island Golf Resort is the ideal destination for meetings 

and incentive travel in South Carolina. Reward attendees with 

Forbes Five-Star hotel accommodations, inspiring event venues, 

collaborative team-building activities and renowned golf. Your 

group will enjoy these amenities in distinctively tranquil natural 

surroundings for a truly unforgettable experience.

kiawahresort.com/meetings/

Social media links:

https://www.facebook.com/KiawahResort

https://twitter.com/kiawahresort

https://www.instagram.com/kiawahresort/

https://www.linkedin.com/company/kiawahresort/

https://www.youtube.com/channel/

UCEl0j5mnAeCERC8pq4QTgyg



Discover the all-inclusive experience with Palace Resorts 

Meetings and your events will never be the same again. Pay one 

flat rate for smart-tech facilities, fine à la carte dining, premium 

drinks, taxes and tips, and five-star service every step of the 

way. We call it AWE-inclusive—and so will you.

Choose from 10 oceanfront resorts in the Mexican 

Caribbean, Jamaica, and Los Cabos, plus select from two types 

of properties: luxurious Palace Resorts and exclusive, adults-only 

Le Blanc Spa Resorts. Then enjoy the planning process with 

a dedicated conference services manager, flexible indoor and 

outdoor venues for 10–10,000 guests, customizable banquet 

menus, and unlimited private events—beaches and terraces 

included—with no setup fees. 

Guests will love staying in luxurious, amenity-rich 

accommodations with 24-hour room service, and free phone 

calls to the U.S. and Canada. And everyone will enjoy a wide 

variety of exciting activities day and night, a spectacular 

entertainment lineup every evening. 

Book your next event with Palace Resorts and you’ll see 

firsthand that nothing even comes close. 

Start planning today. Call 888-731-7625, email leads@

palaceresorts.com, or visit meetings.palaceresorts.com.

About Palace Resorts

Select Palace Resorts for your next event and enjoy the 

benefits of an all-inclusive experience at our incredible variety of 

properties in Mexico and Jamaica. Choose from luxurious Palace 

Resorts or exclusive, adults-only Le Blanc Spa Resorts. And 

expect luxe accommodations and amenities and unprecedented 

service way. Start planning at meetings.palaceresorts.com. 


