Venue Sales, Food Service and Event Accounting
Background Questions

	Question
	Current and/or Future Desire for Fulfillment

	CRM, Email Marketing and Event Sales
	

	1. Does your venue’s sales manager need to monitor the activities and pipeline of the venue’s sales force?
	

	2. Does your venue wish to generate mass emails with custom messaging to current and prospective customers?
	

	3. Do you need to have the ability to log all communications with current or prospective customers (in a single location)?
	

	4. Would it be helpful for the system to collect in-bound emails from current and prospective customers and store them in one place?
	

	5. Do you have a commission struction for incentivizing salespeople?  If yes, please describe your venue’s commission structure.
	

	6. Which of the functions in this section (of CRM, email marketing and event sales) would be most important for you to access from a mobile phone?
	

	Event Quoting, Ordering and Contracts
	

	7. Do you frequently quote event details, pricing everything out before creating an event contract?
	

	8. Do you ever have multiple people going in and out of one order before it is finalized?  If so, how helpful would it be to keep a log of this activity against the order to audit it’s history of changes?
	

	9. Do you rely on extensive use of pictures and graphics (e.g. pictures of rooms, food items, equipment, etc.) in your proposals or quotes?
	

	10. Do you have a need to create new proposals or quotes by copying old quotes or old ordres?
	

	11. Do you solicit preferred room rates from local hotels for large events?  
	

	12. Does any of your event ever involve unusual pricing, for example tiered pricing, or special minimum conditions?  If so, do you require your new event booking software to automate these pricing calculations?
	

	13. Do you require electronic signature and document control in completing an event contract?
	

	14. Do you require an approval process for event quotes and orders before they are submitted to the customer?  If so, is it necessary to apply this process to all event quotes and orders, or simply larger ones over a certain threshhold?
	

	15. Do you need to notify part-time department staff of their anticipated assignments to work on events, in advance of the event date?  This might include, for example, ushers, security staff, docents, union labor, food service, engineering, etc.
	

	16. If you said yes to the prior question, would it be helpful to have a process by which you send out a staffing call to ask for unassigned staff to work for a particular event’s schedule?
	

	17. Would it be helpful to see your venue’s calendar for a future week or month?  
	

	18. Would it be helpful to see a department staffing breakdown of your venue’s calendar for a particular future week?  
	

	19. Which of the functions in this section (of quoting, ordering and contracts) would be most important for you to access from a mobile phone?
	

	20. Do you need to measure or understand event profitability in the course of cereating the event quote or order?
	

	21. Do you require an up front payment (usually cash, check, wire, or card) for any customers to finalize their event contract?
	

	22. Do you need a service and delivery report to detail out an event’s activities and details so that someone can check and verify that specific details are provided that the event required?
	

	Equipment Rental
	

	23. Does your event typically include rented equipment that is returned after the event? (If “No”, the skip this section.)
	

	24. What kind of equipment or items do you rent?
	

	25. How difficult is it to determine future availability of rented equipment at your venue currently?  How hard is it to assess next month’s availability of a particular piece of equipment required for an event being planned?
	

	26. Do you ever combine and price a group of items into a single kit, like a “audio, video, and lighting kit”? 
	

	27. Upon return, do you require an inspection process that involves documenting any missing or damaged equipment?
	

	Merchandise, Food and Concession Sales
	

	28. Do you have any merchandise sales that  you provide such as clothing, coffee or items in a venue store?
	

	29. If yes to the previous question, do you currently use a point of sale system?
	

	30. If you have a venue store, do you need to offer an on-line shopping experience for this merchandise?
	

	31. Do you contract out catering and meal services for guests, or do you manage your own meal planning and preparation? (if “Yes”, please answer the rest of the questions in this section).
	

	32. Regarding any inventory consumed or used up when serving guests (e.g. including food items, stationary, or printed materials): how many unique items are in your inventory master file?
	

	33. Do you provide a menu (with food items) for guests?  If yes, is there a sales process involving menu choices that occurs when planning the event?
	

	34. Do your customers prefer that you provide nutrition information on proposals or quotes?
	

	35. Do your customers prefer that you provide allergy information on proposals or quotes?
	

	36. How many recipes to you maintain in total?
	

	37. Do you maintain standard notes in the receipes that need to be conveyed, and possibly modified, onto any particular line of the event order?
	

	38. In a typical month, how many times would you make changes to your receipes?
	

	39. Do you currently have a costing process to compute menu item costs from ingredients?
	

	40. Do you provide a cart service that gets stocked and staffed for an event, possibly resulting in returns afterwords?  If so, how many like this would you have to use during a typical week.
	

	41. Do you have a kitchen, if “Yes” please answer the remaining questions in this section.
	

	42. How many stations are in your kitchen?
	

	43. How many staff work in the kitchen for cooking and prep?
	

	44. How many guests are you serving at a typical meal?
	

	45. How many Grab and Go meals do you prepare in a week?  Typically how far in advance of the event do you start making them?
	

	46. How many fresh meals do you prepare in a typical week?  
	

	47. Do you require a process that creates work and instructions to the kitchen from summary information about meals ordered in the event order?
	

	Event Management
	

	48. Do you need to maintain a set of accounting records, specific to each event?
	

	49. Do you ever handle revenue on behalf of your customer for their event?  For example, do some events involve ticket sales?
	

	50. Do you currently to measure  and report the actual event profitability during the exctution of the event contract and the event itself?
	

	51. Do you send a settlement statement to the customer at the end of the event?
	

	Purchasing and Requisitions
	

	52. Do you require a purchase order system?  (If “No”, the skip this section.)
	

	53. Do you need an approval process for larger purchase orders?
	

	54. To you require a requisition system to allow users to request materials and services for the venue?
	

	55. Do you purchase in larger units than you sell in (e.g. by in CASE and sell in EACH)?
	

	Accounting and Finance
	

	56. Do you require an accounts receivable system to maintain customer amounts receivable?
	

	57. Do your terms with the customer provide for a schedule of multiple payments prior to the start of an event?
	

	58. Do you require an accounts payable system?
	

	59. Do you require an automated bank reconciliation system?
	

	60. Do you require a general ledger?
	

	61. Do you require a financial reporting system?  If yes, please list the periodic financial reports your venue requires.
	

	Other Requirements
	

	62. Other important requirements not mentioned here.
	

	63. Current software vendor(s)

a. CRM, email marketing and event sales
____________________________________

b. Event quoting. orders and contracts
____________________________________

c. Equipment rental

____________________________________

d. Merchandise, food and concession sales

____________________________________

e. Event Management
____________________________________

f. Purchasing and requisitions

____________________________________

g. Accounting and finance

____________________________________

64. 

	44. Venue metrics and master file sizing 


a. Attendance generally expected at larger events
________
b. Venue size (indicate square feet, acres, square meters, or hectares)

________

c. Number of CRM contacts
________

d. Number of customers
________

e. Number of rented facilities (rooms, halls, theaters, common areas, etc.)
________

f. Number of unique pieces of rented equipment
________

g. Number of stocked inventory items (including merchandise and food)
________



	65. Staff (FTE) count by function


a. CRM and event sales
________

b. Event quoting, orders and contracts
________

c. Engineering and IT
________

d. Merchandise, food and concession sales
________

e. Facilities, security, and human resources

________

f. Accounting, purchasing and finance
________

g. Administration and other
________


	49. Transaction volumes


a. Number of event quotes in a typical week (or month)

________

b. Number of event orders/contracts in a typical week (or month)

________

c. Number of line items on an average event contract

________

d. Number of purchase orders issued in a typical week (or month)
________
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