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Each event requires its own individual
needs depending on the purpose, size, budg-
et, and style. The following will generally
require special attention.

Guest list - right mix for the purpose
Invitation - should go well in advance,
replies should be requested to estimate
number
Venue - location, facili-
ties, size and interest
Catering - in house or
external (professional)
caterers
Staffing - to welcome
guests, refreshment
service, information
provision, order take
Photography - hire a
professional photogra-
pher / press photogra-
pher
Promotional material &
give-away - product
catalogue/ samples/
theme branded gifts
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Corporate hospitality
is partly an entertainment
to the organization and
can be ranging from
small in-house (board-
room lunch) to atten-
dance at a mega sports
of company's capability
and can be handled by
professional agencies.
Corporate hospitality
activities aim at,
a) relationship building

with key clients
b)rewarding and motiva-

tion key suppliers
c) encouraging network-

ing and informal com-
munication

if the event is handled
by the agency the cost is
calculated per head
which can be fairly high,

hence it makes all sense that organization
plans the guest list carefully and reaps the
maximum benefit through the event by
keeping eye on,

Places with set numbers need to be
filled. Have a reserve list
Judge your guest list sensitivity and let
invitees be of similar status and interest-
ed of each other
Invite guests verbally which can be fol-
lowed by formal invitations

Monitor responses, replace reserve-list
accordingly 
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Goals make you more challenging,
expand your growth and help to keep
you focused

Always have some goals that are easy
to reach. Simple goals and short-term
goals will motivate you as you achieve
them and keep you headed toward larg-
er goals.

Make  yourself  stretch  with  long-tterm  goals.

Long-term goals are usually two
years or longer. These goals set the
stage for your plan of success. They
challenge you, expand your growth and
help to keep you focused.

Share  your  goals  with  affirmations. Speaking your goals out loud in the

form of affirmations will not only help
to feed your own sub-conscious mind, it
will also allow others to support your
efforts too. You are more likely to
achieve your goals if your
friends, business associates and
family know about them. Only
share your goals with people
who encourage your growth and
success and avoid negative
forces.

It always amazes me how
many goals I achieve by sharing
them with others. My friends,
family, business associates and
even my audience attendees help

me to stay on track and keep me

moving toward my goals with continu-
ous positive encouragement.
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Goals make you more challenging
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