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Hotel/Accommodations Site Visit Checklist 

Hotel          Phone      

Address          Fax #      

City           Zip      

Staff: 

Sales Manager               

Food and Beverage Manager             

Reservations Manager              

Registration: 

Individual ______   List Required ______   Days In Advance ______ 

Location Of Registration Desk            

Lobby: 

Appearance:    Excellent ______ Very Good ______ Fair ______ Poor ______ 

Bell Desk:    Yes ______ No ______ 

Facilities For Luggage Storage            

Comments               

Front Desk: 

Check-in Time       Check-out Time      

Front Desk Attitude              

Rooms Held Without Guarantee Until           

Credit Cards Accepted             

Elevators: 

Number ______ Easily Accessible: Yes ______ No ______ 

Service:  Excellent ______ Very Good ______ Fair ______ Poor ______ 
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Hotel/Accommodations Site Visit Checklist 

Sleeping Rooms: 

Number _____ King _____/$_____ Queen _____/$_____ Suites _____/$_____ 

Double _____/$_____ Double/Double _____/$_____ 

Handicap Accessible # Rooms _____ Smoking _____ Non Smoking _____ 

Maximum # Committable Rooms            

Comp Policy               

Tax On Sleeping Rooms: (Sales) % _____ Bed Tax % _____ Total _____ 

Cut Off Date 4 _____ 3 _____ 2 _____ 1 _____ Weeks Prior 

Appearance: Excellent _____ Very Good _____ Fair _____ Poor _____ 

Smoke Alarms          Sprinklers     

Amenities               

In-Room          Movies Cost     

Modem On Phones: Yes _____ No _____ 

Room Service Available: Yes _____ No _____ 

Hours                

Vending Machines: Yes _____ No _____ Soda _____ Ice _____ 

 

Suites: 

# Available         Comp Policy      

Cost                

Appearance: Excellent _____ Very Good _____ Fair _____ Poor _____ 

 

 

 

 

Jamestown Civic Center/CVB     212 Third Ave NE  Jamestown ND 58401 

Telephone(701) 252-8088 Fax (701) 252-8089 

www.JamestownCivicCenter.com 

http://www.jamestownciviccenter.com/


Meeting/Conference Site Visit Checklist 

 Room Set Up Date Hours Ceiling Ht. 

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      

11      
 

Meeting Room Floor Plans Available: Yes _____ No _____ 

Meeting Rooms Carpeted: Yes _____ No _____ 

Individual Controls In Each Room:  Heat: Yes _____ No _____   Air: Yes _____ No _____ 

Lights: Yes _____ No _____   Sound: Yes _____ No _____  Obstructions: Yes _____ No _____ 

Appearance: Excellent _____ Very Good _____ Fair _____ Poor _____ 

Restroom Access              

Telephone Access              

Business Center: Yes _____ No _____ Hours          

Exhibits: 

Location      Size Of Booths (6x8) Or (8x10) Or (10x10) Or (Table Top) 

Exhibit #          Hours      

Food & Beverage: 

Menus Provided: Yes _____ No _____  Service Charge: Yes _____ No _____  How Much    

Guaranteed Prices (Until Date) Guarantee Policy          

Tax %           Gratuity %     
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Hotel Amenities Site Visit Checklist 

Restaurants 

Seating Capacity:      

Are Meal Hours Flexible: Yes _____ No _____ 

Can Restaurants Be Used For Groups: Yes _____ No _____ 

Outdoor Meals: Yes _____ No _____ 

Location: 

Surcharges                

Lounges:               

Hours:______________________________________ Theme:         

Entertainment: _______________________________ Hours        

Food In Lounge: ______________________________ Capacity:        

Coffee Breaks: 

Indicate Usual Service: China _____ Foam _____ Other ____________________________________________ 

Equipment/Audio/Visual: 

Equipment Available:             

               

               

                

Price List Provided: _____________________________          

Recreation: 

Pools: Indoor ______ Outdoor ______ Heated ______ 

Other                
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Hotel Amenities Site Visit Checklist 

Additional Services: 

Airport Transportation: Yes _____ No _____ Cost _____ 

Airport Shuttle Service       Taxi Cab Co.      

Public Transportation:              

Phone #  ___________________ Phone #  ___________________ Phone # __________________ 

Parking area:                

Property Evaluation: 

Age of Property: ______________________________________ Date Last Renovation      

Any Renovations Scheduled (Date)             

Overall Evaluation Of Property: Excellent _____ Very Good _____ Fair _____ Poor _____ 

Staff Attitude: Excellent _____ Very Good _____ Fair _____ Poor ______ 

Property Fit to My Meeting Needs:            
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Site Visit Checklist 

Overflow Hotel Accommodations: 

Hotel: ________________________________________ Phone:         

Address: ______________________________________ Fax #:         

Room Block Yes ____ No ____ 

Manager:               

Overflow Hotel Accommodations: 

Hotel: ________________________________________ Phone:         

Address: ______________________________________ Fax #:         

Room Block Yes ____ No ____ 

Manager:               

Overflow Hotel Accommodations: 

Hotel: ________________________________________ Phone:         

Address: ______________________________________ Fax #:         

Room Block Yes ____ No ____ 

Manager:               

Overflow Hotel Accommodations: 

Hotel: ________________________________________ Phone:         

Address: ______________________________________ Fax #:         

Room Block Yes ____ No ____ 

Manager:               
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Please contact us to schedule your Jamestown site selection visit. 

Off Site Facilities Needed: 

Restaurant/other            max #     

Contact                

Restaurant/other            max #     

Contact                

Restaurant/other            max #     

Contact                

Restaurant/other            max #     

Contact                

Suggestions for tours and activities for attendees: 
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Complimentary Convention Services 

Publicity- Upon request, our staff will prepare a news release on your behalf and send it to targeted media to 

generate awareness about your event, your organization, its members and its goals. Yes   No  

Information submitted by:             

 

Guest Activities-Staff is available to assist with suggestions on entertainment, recreation and sightseeing. 

Yes No  

Provided by:               

 

Pre-promotion Attendance Builders-Prior to your event, we can provide a selection of brochures and general 

information on Jamestown to encourage attendance.  Yes No  

Provided by:               

 

Liaison to Public Officials- Our staff can assist with welcome letters to your organization from city and 

tourism officials. Yes  No  

Provided by:               

 

We can connect you with specialists, offering the goods and services you need to make your meeting a success. 

Count on them for audio/visual equipment, custom services, printing, displays, gift items, catering and more. 

 Area visitor maps    Yes    No     # Required   

 Jamestown logo pins    Yes    No     # Required   

 Jamestown convention bags   Yes    No     # Required   

 Media assistance    Yes    No     # Required   

 Registration assistance (staffed by volunteers)  Yes    No     # Required   

 Group tour and off-site venue information solicited on your behalf   Yes    No      

 Catering company proposals solicited on your behalf    Yes    No      

 Request for Mayor’s Welcome & Color Guard     Yes    No       

 Welcome Banners, directional signs and badges.  Yes    No     # Required   

Information submitted             
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Event Planning Timeline 

 

Thank you for choosing Jamestown as your event destination!  Below, you will find a general timeline that 

provides a checklist for your planning process. Every event is unique and will require adaptions and 

additions to the timeline. 

 

Prior to One Year Out 

 Contact the Jamestown Convention staff 

 Site visits 

 Select dates (Check local calendar of events 

to avoid conflicting dates and events.) 

 Sign facility contract 

 Determine conference hotels  

 Develop conference budget 

 Develop conference logo 

 Establish Local Committee/contact 

 Select theme/design logo 

 Invite speakers 

 Make travel arrangements 

 

12 Months 

 Brainstorm program ideas 

 Create agenda: business and social 

 Determine registration price 

 Obtain event insurance 

 Determine exhibitor price 

 

9–11 Months 

 Solicit exhibitors and sponsors 

 Determine program contents 

 Determine and contact speakers 

 Determine any off-site space needs 

 Design and order printed materials 

 Determine field trips needs 

 Develop registration materials 

 Contract with transportation for field trips  

 

6–10 Months 

 Recruit volunteers 

 Send "save the date" mailings to audience 

 Determine entertainment needs 

 Select caterer and menu 

 Determine technical needs 

 

3–5 Months 

 Determine any public relation and media 

needs 

 Send program brochure with registration 

materials 

 Determine signs and banners needed 

 Open online registration, if applicable 

 

1–2 Months 

 Arrange hospitality for staff and volunteers 

 Remind registrants of travel/lodging 

deadlines 

 Send out e-mail to all registered attendees 

with any updates, etc. 

 Site visit: review room diagrams and 

technical specifications with facility 

 Order information and novelty packets 

through Jamestown CVB. 

 

Less Than One Month Out 

 Prepare badges 

 Stuff registration bags 

 Finalize menus and guarantees 

 Confirm agenda with all vendors 

 Ship materials and confirm arrival with 

venue 

 Confirm pickup of all rental equipment and 

supplies 

 Arrange for return shipment of all materials 

 

 

 

 


