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The Top 10 
 

1. Arrive at your site tour a half hour to forty minutes in advance. Walk around the common 
areas. Check out the meeting space. Go upstairs in the guest room areas. Observe how you are 
treated by the hotel staff. Once you start your site tour everyone on staff will be very attentive 
because you are on tour.  This exercise will take away the stress about being on time and might 
give you an insight on how the staff interacts with guests. 
 
2. During the pre site tour if you run into a guest or meeting attendee ask them about their stay 
and ask for their candid assessment of the hotel. 
  
3.  When you are touring the meeting space area ask where the nearest kitchens are in 
conjunction to where your food and beverage services will be.  
Then, ask to see the “back of the house”. This process will be an eye opener to the hotels 
organization and cleanliness.  
 
4.  When inspecting meeting space make sure the specific meeting rooms you are interested in 
have everything you need for a successful meeting experience i.e.: suitable data and phone 
lines, proper lighting, room darkening shades if needed, proper AV hookups, air 
conditioning/air flow, where the sun is during the time of year and time of day if windows are 
involved.  If there is no furniture set ask to see some tables and chairs.  
 
5.  Inquire during your preferred dates what other groups are “in house” and see which 
meeting space they will be occupying. This information may impact the location of your 
meeting space or the booking itself.  
 
6.  If you need your meeting space on a 24hr hold or are concerned with “hotel security” issues 
ask during your site tour (don’t tip them off before) to go down to the hotel security office and 
meet with their head of security. This will assure you if you need to hire a private local security 
service for your meeting or can depend on the hotel for these services. 
 
7. If the hotel you are touring is one of your “finalist” try to schedule your site visit around 
breakfast or lunch. This will give you an indication on food quality and service levels. If the hotel 
is serious about your business they should have already arranged the tour around an eating 
event in most cases.  
 
8. Seeing guest room inventory is predicated on occupancy levels however hotel sales 
managers will want to show you guest rooms that are the most updated and located on the 
best floors. Ask to see all of the room types that they are proposing in your proposal. If 
renovations and updates are not done and every room is not equal, ask to see the “older” 
rooms. If they indicate that they are not available then when in the guest room section ask to 
peek into a room that is being cleaned if possible. You want to see the great, the good, and the 
bad when it comes to guest rooms.  
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9. If there are time factors involved in securing a hotel and you are concerned that if you don’t 
act sooner than later a hotel you are interested in might not have the guest rooms or meeting 
space available or they might remove some great rates or concessions, you might consider 
signing a contract without conducting a site tour predicated on a clause in the contract that 
stipulates that this contract is only valid after a successful site tour to be determined by both 
parties at a future date. 
 
10. If your group or organizations funds are limited you can ask a hotel if they will reimburse 
your airline expenses for your site tour should you go to contract with them.  
 
 
***** It is my opinion, it has never been a better time to do group meetings. It is a competitive 
hospitality market out there and most hoteliers offer an outstanding product and staffs work 
tirelessly to insure you a memorable meeting experience. Whenever possible conducting site 
tours is an invaluable step in determining the “just right” hotel or resort for your meeting or 
event. Yes, conducting site tours is not as easy as it sounds and your office colleagues may wish 
they were darting off here and there but the reality is that site tours are real work. Be prepared 
and enjoy meeting hotel professionals and seeing new sights.  Your attendees will thank you for 
a job well done.  
 
Safe and Happy Travels 
Randy 
 

Please forward me your site tour top ten list 
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Randy Meacham has been part of the hospitality industry since 1978.  He started as a 
convention services supervisor at the Five Star, Five Diamond Broadmoor Hotel in Colorado 

Springs, Colorado.  Those responsibilities taught him the hotel business from the meeting room 
set ups and coordination standpoint, to working directly with Meeting Planners to insure that 
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To speak with Randy give him a jingle: 
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If you have some “Site Tour” tips please send them to tips@worldsfinestmeetings.com 
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