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WELCOME

Welcome to the 2026-27 Hunter Business Function Guide, an
annual special coverage by HBR to help business people with
planning and running a successful event in the Hunter region.

The Hunter has a well-earned reputation as an ideal location for
business functions, with a growing number of local, Australian
and overseas business people experiencing the excellent
locations and services available.

One of the exceptional strengths of the Hunter is its extremely
broad range of venues available, satisfying all tastes and budgets.
The Hunter can readily accommodate any type of function,

from small, intimate gathering, to large expos and international
symposiums. The locations vary immensely, from the CBDs of
major centres, to water-front venues, vineyard experiences and
rural retreats.

The Hunter also has a wide range of excellent support services
to help ensure that you have a successful event. Whether you
need help with just one aspect of an event or someone to take
responsibility for almost the entire event, the Hunter has an
experienced organisation ready to work with you.

The region is also unique in its range of accommodation, dining
options and activities for delegates and visitors.

The Hunter is truly the perfect location for almost any type of
business function

Dis

WHERE THE LOCALS

Located in Central Maitland, Maitland Town Hall offers an elegant
setting for boardroom meetings, exhibitions, conferences,
weddings, and events.

maitland
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Crystalbrook Newcastle (k108 Microphone, WiFi, Lecturn, screens | Restaurant, bar and Gym 95 16
Kingsley & HDMI connections (5min walk- offsite).
140

HIA Home Mayfield West WM Data projector unit, Microphones,
Inspirations audio, video conferencing (Board
room only), WiFi & catering

Venue with a bar, food and an activity that
will actually be fun for me and my team.

skip searching & (CIJLOITAR 2 B RIPPIT GOLF
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FUNCTION GUIDE TABLE 2027

Room Capacity

Accom. See
rooms page

Data Projector, whiteboard, Fully functioning onsite res- 54 17
wireless internet, Smart TV in taurant, Madison Kitchen and
Madison Function Room. Bar, Full hot buffet breakfast

7 days, located in Madison

Dining Room ,barista coffee

available all day outdoor pool

and sun loungers

swoo.
82usI3U0)
N/ealy Xe

Venues Location Facilities Onsite activities

11ep20) Xey
aneay] xep
19nbueg xepy

-
N
-
N
o
D
o
(o]
o

Mercure Charlestown | Charlestown

Muswellbrook Race | Muswellbrook I0J0l] AV, projector and screen, 7 tv's and | Race days activities N/A 13
Club all of the above. High end in house
catering and gardens
300

Newcastle Cruising Newcastle <008 Microphone, 65"+ TVs, lecterns, Learn to Sail opportunities
Yacht Club onsite catering, tea+coffee station,
wireless internet.

EVENTS &
W "' Pacific Dunes
Greenhouse

A VENUE THAT ADAPTS TO YOUR NEEDS

Nestled within the serene landscape of Pacific Dunes, our modern venue offers a harmonious blend of natural beauty and
sophisticated design with professional facilities, making it the perfect setting for your meetings, events and conferences.

02 4916 0500 | dine@pacificdunes.com.au | pacificdunes.com.au
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Nioka Steakhouse Newcastle W0 Flexible menu options: plated, Restaurant N/A 8

shared or canapé, beverage

inclusions: welcome drinks, cocktail

pairings, bottomless packages,

Styling access: bring in your own

os let us coordinate, Audio & music

options (for full hire events only)

and access to waterfront outdoor

areas
Oaks Cypress Lakes | Pokolbin 800 | 800 | 672 Wireless intenet included, event | Lawn games, 3rd party 135 12
Resort stationary & meeting notes suppliers for onsite, activities

onsite parking, digital Venue at additional costs, 3 x pools,

signage, all AV available through bistro, restaurant, spa,

3rd party provider at additional wellness and gym

costs.
Pacific Dunes - Medowie Full integrated data projector, dop| Greenhouse - Restaurant & N/A 5
Greenhouse down projector screen, 4 roaming| Bar18 hole championship golf

microphones, mic stand, wifi course with practice facilities,

internet, lectern, iphone / HDMI / | fully stocked golf shop,

PC / mac / connectors etc, white | outdoor bar terrace, kids play

board, flip chart, black out blinds, | area, Thursday night trivia,

free onsite parking, accessible Sunday live music

amenities, covered terrace for

break in the kitchen garden, tea

& coffee station and catering all

available.
Wallsend Diggers Wallsend S0108 Fatolo) Felslol ) l0lel ) Cordless microphone, built-in data | Lawn games, 3rd party sup- 48 7

projectors, complimentary Wi-Fi, pliers for onsite, activities at

lectern, whiteboard additional costs, 3 x pools,

bistro, restaurant, spa, well-
ness and gym

SUPPORTING SERVICES & TEAM BUILDING ACTIVITIES

The Hunter Region is blessed with a wide variety of organisations that can provide services and expertise to help make your event be a success.

COMPANY SERVICES PAGE
Hunter Adventure Centre Team Building 18
Pukara Estate Premium gift packs and hampers designed to 10
work across a wide range of business and event
settings
Rippit Golf Business meetings or team-building sessions 4
Scion Audio & Events Audio, visual, staging & event equipment 6

The Hunter's Premium Event Supplier

Phone:0249613733

Email: scion@scionaudio.com.au

AUDIO AND EVENTS

6 2026-27 HUNTER BUSINESS FUNCTION GUIDE


https://www.scionaudio.com.au/

v
251%6‘(8 ]%3

WALLSEND ", wALLSEND

LET'S PLAN
YOUR NEXT
EVENT

Tailored Catering Packages.
Multiple Event Spaces.
Dedicated Events Team.

Up to 300+ guests.

Discover The Events Quarter at

Wallsend Diggers. Offering four purpose-
designed event spaces with flexible layouts,
modern facilities, and professional support.

One venue. Endless possibilities.

From single-day seminars to multi-day exhibitions
and milestone celebrations, our team will work
with you to deliver a successful event.

What we can offer:

+  Multiple modern function spaces
with State-of-the-art audio visual

« An on-site motel with 48 rooms
Springs Newcastle is just steps away

+  Free undercover parking
for 300+ cars with lift, ramp, stairs
and pedestrian bridge access

« A dedicated events team
with experience planning seamless
corporate & social events of any size

« Convenient location
just off the M1 Freeway, 10 mins
from Hunter Expressway, short
distance to Newcastle Airport

gizl% STEAKHOUSE @SPRlNGS

MORE DETAILS AT WWW.WALLSENDDIGGERS.COM.AU
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It can be an arduous task to organise a successful event,
particularly if it is large. The disappointing aspect for the organiser
is that most attendees probably have no comprehension of how
much work has been involved. Those without function organising
experience often think it is just a matter of booking a venue

and sending out the invitations. The organisers are often not
really thought about unless there is a really big wow factor or if
something major goes wrong.

Every event is different and will have its own requirements;
however, the following general tips will help you to achieve a
successful event.

There are a range of local businesses that can help with your
event, from assisting with one aspect (like catering, audio or
entertainment) to organising almost the entire event.

Even if you gain the services of an event planner, this does not
mean that you will have no responsibilities in the planning stages.
First and foremost you must have good communications with the
planner and ensure both sides have a clear understanding of the
type of event, its goals and its budget. The event planner will also
require input from you along the way with necessary information
and options requiring a decision. These should be attended

to promptly but with due consideration. In the end the event
planner wants the event to meet the client’s expectations, so your
input is important and required.

EXPERIENCE

MURRE G H

CHANGE FOREVER

fr
ea
architect designed conference, function rooms 5 minutes to airport
on Worimi Country by Worimi people culture centre
30 minutes drive to newcastlecbd cultural programs
flexible event spaces small groups or large groups  spacious grounds
{ llf“llej @{lgté cafe & onsite catering customisable menu options

MURROOHN

2163 NELSON BAY ROAD
WILLIAMTOWN NSW 2318
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STEAKHOUSE

Ditch ordinary.
Book the exceptional.

Our private dining room seats up to 14 guests
for complete privacy and the best harbourside
views of Honeysuckle. Hosting a bigger group?

Our restaurant has you covered. Or make it
entirely yours with an exclusive use booking.
Whichever way, it's the same unforgettable
steakhouse experience.

Call 02-4927 1722
Email info@niokasteakhouse.com.au



http://www.murrook.org.au
https://www.niokasteakhouse.com.au/
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https://newcastle.nsw.gov.au/city-hall/city-hall-home
https://newcastle.nsw.gov.au/fort-scratchley/fort-scratchley-home

The first task is to clearly define what your event is trying to
achieve. Finalise the type of event or function it will be - launch,
networking session, end of year party, exhibition, seminar, team
building etc. Next set the budget available, including both
revenue streams (if applicable) and expenses. If it is re-run of a
similar earlier event, these stages will be much easier. Make sure
to also have realistic and measurable targets.

It is usually best if you can allocate some of the budget for
unforeseen expenses as these often occur.

You should monitor your budget along the way to make sure
there is no nasty surprises at the end.

Much care must be taken when setting the date and venue as it
is not usually easy to change these. When considering the date
take into account public and school holidays, other major or
competing events, staff and equipment availability and any other
issue that may restrict the timing.

When selecting the venue consider:

Venue suitability - Obviously the venue must be the right size
for your event. If it is too small you will not have enough room for
everything you need as well as attendees. But if it is too large, it
may feel quite dead and empty. If the venue is not air-conditioned
or is set outdoors you should consider ventilation or heating
options, particularly if the event is being held in summer or
winter. If extensive setting up is required, such as in an expo, then
ease of access to the venue can be important. The venue also may
need to be available for ample time before and after the event.
Wheelchair and invalid access may also be a consideration.

PUKARA
ESTATE

EVENT GIFTING WITH
LASTING FLAVOUR

Premium gifts from the Hunter Valley for event
attendees, guest speakers and valued clients.

Perfect for business functions, Christmas parties,
product launches, industry conferences and weddings.

pukaraestate.com.au

02 6547 1055 | info@pukaraestate.com.au
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Availability - The venue does of course need to be available. The
earlier the venue is locked away, the better the chance of having it
for your desired time. You will also have more flexibility in settling
on a date if you start early.

Cost - Cost is always a factor to consider, particularly if operating
on a tight budget but make sure you are taking all costs into
account. For example a more expensive venue that provides
additional facilities at no charge may well work out cheaper in the
long run than a cheaper venue that provides little and you need
to arrange additional facilities.

Venue staff — The quality of the venue staff is sometimes
overlooked. Good venue staff are a major help both in the
organisational phase and on the actual event day. Alarm bells
should start ringing if you find them disinterested or they fail to
respond to enquiries.

Create a risk management plan and ensure any appropriate
insurance is in place and current. Create a contingency plan for
factors outside of your direct control on the day.

Depending upon the nature of the event, you may wish to
provide hard copy material, promo items or other gifts for
attendees to help promote your business or to thank clients.

If the event is an exhibition, you may also wish to provide material
from sponsors or exhibitors. An exhibition guide is handy for
attendees to see who is exhibiting and to provide information and
contact details they may wish to use after the event. Depending
upon the size of the event and how much literature and items will
be available, you may also wish to provide attendees with a carry
bag which can also be branded.

Prepare a project timeline with tasks that must be accomplished
by specific dates. These may include:

«When to announce the event

« Preparation of promotional material

- Selection of caterer and menu

- Selection of entertainment

- Organisation of audio-visual needs

- Selection and confirmation of speakers

- Selection of accommodation

- Organisation of insurance or permits

« Preparation of a contingency plan for the event

« Organisation of transportation

- Organisation of marketing, signage and social media

- Finalisation of program

- Confirmation of attendees

« Preparation of event material

+ Organising set up

The better the planning and preparation, the better the chance
that all will go smoothly on the day. Often it won't go exactly to
plan, but most attendees will be unaware. Try to stay calm, even if
there are a few hiccups, and finally try to enjoy yourself.

When the event is finished you may need to remove equipment
and possibly rubbish from the venue. Depending upon the
nature of the event, sponsors and participants may be thanked
and possibly given a questionnaire for feedback. In the days
following the event have a debrief session on the event, covering the
successful aspects as well as those that could have been improved.

If appropriate, a report on the event can be sent to participants and
sponsors. Plans for future events can also be included.

EVENTS

This is what waterfront feels like.

Book your next function at NCYC
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ORGANISING A

WORK SOCIAL DAY

The Hunter region offers a wide spectrum of activities for
organising a work social day, from adventure parks, race days,
wine tours, brewery tours, team building events and many more.

Many businesses organise activities for their staff in an effort to
build a more effective team, use it as a reward, to increase job
satisfaction and to help get to know staff. Work social days are
a great way to achieve these outcomes but if they are poorly
organised these activities can fail to produce and even dampen
morale if it is seen as just a work obligation.

The following tips will help you with planning your team building
activities.

DECIDE ON OBJECTIVES AND A BUDGET

What is the purpose? Different activities will gain

different outcomes. Is it to celebrate a significant business
accomplishment, reward staff, let staff get to know each other
better without work pressures, help staff see the "bigger picture”
or some other purpose? The activity needs to be selected to
meet the goals and keep within budget, for example a wine tour
would be a great way to celebrate a business accomplishment,
whereas an informal lunch is better way to introduce a new staff
member.

SELECT AN ACTIVITY SUITABLE FOR YOUR WHOLE TEAM
If you have less active members, it is not a great idea to organise
anything too strenuous. Don't select an activity that is likely to

Looking for room hire

for your next meeting or
team training day?

3 rooms to choose from at affordable rates
Executive boardroom with video conferencing
Brand-new projectors and audio
Consecutive day discounts

Catering packages to suit all

50 free carparks on-site + free street parking
Free Wi-Fi

20 minutes from Newcastle Airport

10 minutes from Newcastle Interchange

5 minutes from 4.5-star accommodation

© 17 Murray Dwyer Circuit Mayfield West NSW 2304

For bookings,
please call 02 4014 2000 or email
hunter_hic@hia.com.au

® homeinspirations

have an extreme range in abilities. Don't let the activity be overly
competitive — you can have winners if you want, but make sure
that others don't feel like losers. Also not everyone drinks alcohol
or feels comfortable around people who are drinking.

PICK A CONVENIENT TIME

Employees will be most receptive to an activity that is during
work hours and does not interfere with their personal time.
When scheduling the activity, keep your employees' schedules
and personal obligations in mind. If you have employees with
children in day care or school, make sure that the social day does
not interfere with their pick-up schedule or require them to plan
additional childcare.

EASE WORK PRESSURES

Make sure that you reduce the employees' workload that typically
gets done during the scheduled team building time so that they
do not have to work nights or weekends to get their jobs done.
You may need to hire temporary staff. Take into account the
downtime when setting schedules and targets.

CONSIDER HELP

Ask possible venues for tips, what has worked before etc. You
can even consider hiring an external professional to organise the
whole or some of the activities.

MORETHAN A-
MEETING VENUE

Bring your team together at Oaks Cypress Lakes Resort,
wone of the Hunter Valley’s leading conference
and events destinations.

Surrounded by vineyards and natural bushland, Oaks Cypress Lakes offers the
perfect balance of business and wellbeing. With 24 flexible event spaces, on-site
accommodation, championship golf, dining experiences and Elysia Wellness Retreat,
everything you need for a successful event is in one location.

24 Flexible Event Space « Capacity for up to 800 Delegates
On-site Accommodation « Championship Golf Course
Dining & Wellness Experiences

Where to find us:

Oaks Cypress Lakes Resort
15 Thompsons Rd, Pokolbin NSW 2320
E eventscypress@theoaksgroup.com.au
T +61 2 4993 1555
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You may find a great location, but staff may not be happy if they
have to travel an extra hour or two each way. If you are really set
on a location a little more distant, consider hiring a mini-bus and
also use the travel time effectively.

Make sure food is involved in the planning as no one is happy if
they are hungry or if finding something to eat is a chore.

Don't bore staff with speeches or work-related talks. Make the
day interesting and memorable. The best activities are those a bit
different, not something many of the staff do on a regular basis.

Forget about staff hierarchy. Make all staff feel like they are on

an equal footing. If you have a large number of staff, consider
nametags with just their first name. If the activity involves teams,
try to have teams comprised of staff members that normally don't
work closely.

After the event, have employees provide anonymous feedback

on the team building day. By knowing what your employees liked
and disliked about the event, you can better plan team-building
activities in the future. If you planned the day for a specific reason,
evaluate the outcome after the event

MAJOR FACILITIES UPGRADE AT
MUSWELLBROOK RACING CLUB

Established in 1862, the Muswellbrook
Race Club is one of the oldest racing
clubs in Australia with the newest
facilities.

The building was completed in
March 2026 and has state of the art
conference facilities, two marble bars
and an industrial size kitchen and in
house catering.

With the capacity to hold 240 guests
upstairs, the Silks Centre is wall-to-wall
glass and overlooks the finish line.

Alternative dining arrangements
are available via the Garden Bar and
are surrounded by lush gardens and
stables housing the best of regional
horse racing

MUSWELLBROOK
RACE CLUB

Est. 1862

A premier regional venue in the heart of the
Hunter Valley offering state-of-the-art facilities.
Delivering hospitality with sopistication
and understated elegance.

“the heart of Hunter Valley racing”

P: 65411699

13

E: events@muswellbrookraceclub.com.au
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Over the past few years, Newcastle Racecourse has evolved
beyond its traditional role as the Hunter region's home of
thoroughbred racing.

While race days remain at the heart of the venue's identity,
Newcastle Racecourse has become a versatile events destination,
attracting everything from conferences and trade expos to food
festivals, community fairs, charity luncheons and networking events.

Newcastle Racecourse Chief Executive Officer Duane Dowell says the
growth of the venue's non-race day offering is a natural extension of
its facilities and commitment to the wider community.

“Newcastle Racecourse has always been one of the Hunter's most
recognisable venues, but in recent years we've worked hard to
showcase just how versatile the precinct can be," Mr Dowell said.

"Today we're welcoming people through our gates for far more
than racing. From major expos and conferences to community

festivals and fundraisers, we're creating spaces for every occasion.”

With ten indoor event spaces, two permanent marquees and
extensive outdoor areas, Newcastle Racecourse can host events
ranging from intimate meetings of twenty guests to major
gatherings of up to 10,000 people. More than 900 complimentary
parking spaces, modern AV capabilities and flexible room
configurations add to its appeal.

A key venue is The Glasshouse, Newcastle Racecourse's flagship
exhibition space. It has hosted major events including Brickfest,
Craft Alive and the CareerLinks Expo, providing a vibrant
exhibition environment for exhibitors and attendees.

The Racecourse has also become a leading conference destination.
A standout example was the Water Industry Operations Association
of Australia (WIOA) Conference, which combined conference sessions
with a comprehensive exhibition component.

"One of the biggest advantages of Newcastle Racecourse is
our ability to accommodate multiple event formats within one
venue," Mr Dowell said.

"Events like the WIOA Conference demonstrate how seamlessly

we can deliver conferences, breakout sessions, networking
opportunities and trade exhibitions all in one location."

]4 2026-27 HUNTER BUSINESS FUNCTION GUIDE
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NEWCASTLE RACECOU RSE CREATES
SPACES FOR EVERY OCCASION

Community-focused events have also become an important
part of the non-race day calendar. The Viral Food Festival
brought together food trucks, live entertainment and outdoor
activations, while The Newcastle Easter Fair transformed the
venue into a family-friendly destination complete with carnival
rides and attractions. These events highlight the flexibility of the
Racecourse's expansive outdoor spaces.

The venue is also a preferred location for charitable functions and
fundraising events. Over the past twelve months, an extraordinary
$790,618 has been raised for charitable organisations through
fundraising events, activations and Newcastle Racecourse's
Community Sponsorship Program.

Beneficiaries have included the Mark Hughes Foundation,
The Hunter Melanoma Foundation, the Hunter Breast Cancer
Foundation, The Samaritans, Cystic Fibrosis Newcastle, The
Westpac Rescue Helicopter, Jenny’s Place, Ronald McDonald
House, Lake Macquarie Suicide, Hunter Food Relief, Thornton
Rural Fire Brigade, Lifeline, The Cancer Council and PanKind.

Business networking has also become an important part of the
Racecourse's offering. Regular networking breakfasts such as
BNI bring local professionals together, showcasing the venue's
suitability for seminars, presentations and networking events.

Looking ahead, the Hunter Wedding Expo is scheduled for
August 2026. While the event will showcase local wedding
suppliers, Newcastle Racecourse is also a wedding and reception
destination thanks to its picturesque lawns, permanent marquees
and flexible event facilities.

"The diversity of events we've hosted in recent years
demonstrates that Newcastle Racecourse is much more than a
racecourse," Mr Dowell said.

"Our team takes pride in helping organisations bring their events
to life, and we're excited to continue welcoming new events, new
audiences and new opportunities to the venue."

From expos and conferences to festivals, fundraisers and
networking events, Newcastle Racecourse has firmly established
itself as one of the Hunter's most diverse event destinations, with
a future that extends well beyond the finish line.



NEWCASTLE

RACECOURSE

* EST 1907 »

NON-RACE DAY

EVENT

CREATE, CONNECT, CELEBRATE.

SPACES FOR
20 TO 10,000 GUESTS

AWARD-WINNING
CATERING

900+ COMPLIMENTARY
ON-SITE CAR PARKS

SEAMLESS ACCESS
& PREMIUM FACILITIES

SIOI®ION
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CORPORATE WEDDINGS & EXHIBITIONS & GALA DINNERS &
EVENTS RECEPTIONS TRADE SHOWS CELEBRATIONS
PLAN YOUR (02) 4961 1570
NEXT EVENT events@newcastlejockeyclub.com.au

newcastleracecourse.com.au

Darling Street, Broadmeadow NSW 2292

Enquire today and let our team

ODH M

bring your vision to life.
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Sustainability is no longer a nice-to-have. Increasingly, it's
becoming a consideration in how organisations choose venues,
engage suppliers and measure the success of meetings and events.

The good news? Hosting a more sustainable event doesn't require
a complete rethink. It starts with a few smarter decisions, and
choosing a venue that's already doing much of the heavy lifting.

At Crystalbrook Kingsley, Responsible Luxury is more than a
philosophy. It's embedded throughout the hotel, making it
easier for event organisers to create conferences and corporate
gatherings that deliver meaningful experiences while reducing
their environmental impact.

The most sustainable event isn't created through a single
initiative. It's the result of hundreds of thoughtful decisions made
behind the scenes.

At Crystalbrook Kingsley, sustainability is integrated into daily
operations through initiatives including EarthCheck Silver
certification, digital guest communications, refillable water
bottles, the reduction of single-use plastics and furniture crafted
from recycled soft plastics. Choosing a venue that has already
invested in sustainable practices means your event starts on the
right foot before the first delegate arrives.

A conference menu can tell the story of a destination.

Working with local farmers, fishermen, winemakers and producers
not only supports regional businesses but also reduces food

miles and showcases the best of the Hunter. Seasonal menus are
inherently more sustainable, while thoughtful forecasting and
menu planning help minimise food waste without compromising
the dining experience.

Some of the simplest sustainability wins come from eliminating
unnecessary waste.

Digital event programs, QR codes and online registrations
dramatically reduce paper consumption, while technology-
enabled meeting spaces make printed handouts largely
redundant. Even event gifting can be reimagined, with reusable
products, locally crafted gifts or charitable donations replacing

Nl g,

AL

Business; elevated

Conferences, meetings'or events for 10 to 170 guests, with panoramic
harbour views, rooftop dining and luxury accommodation under one roof.

items that often end up forgotten or discarded.
Small changes, implemented consistently, can have a significant
collective impact.

Sustainable events shouldn't be confined to the meeting room.
Encouraging delegates to experience Newcastle on foot, discover
local galleries, explore the harbour or connect with Indigenous
cultural experiences helps support the local economy while
creating richer, more memorable itineraries. A centrally located
venue also reduces reliance on transport, making it easier for
delegates to experience more while travelling less.

Successful events are increasingly measured by more than
delegate numbers.

Tracking outcomes such as food waste, local supplier
engagement, paper savings and sustainability initiatives provides
valuable insights for future events and helps organisations
demonstrate meaningful progress towards their ESG goals.

It's a simple step that transforms sustainability from a good
intention into measurable action.

At Crystalbrook Kingsley, we believe great events should leave a
lasting impression, not a lasting footprint. From locally inspired
dining and thoughtful waste management to responsible design
and meaningful community partnerships, sustainability is woven
into every event we host, allowing organisers to focus on creating
memorable experiences while we take care of the details.

LY B

| .J*_

'.jl A T E
Crystalbrook

Kingsley

Newcastle

Book a residential meeting for 10+ and mention our HBR feature to enjoy a complimentary round of drinks. *T6Cs apply

282 King Street, Newcastle, NSW 2300 | crystalbrookcollection.com/kingsley | kingsley.events@crystalbrookcollection.com
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ENGAGING

YOUR AUDIENCE

We have all been to business functions that failed to engage
the audience. They were too long or just plain boring and had
attendees watching the clock or even making excuses to leave
early.

When organising a business event you can fall into the trap of
putting so much effort into the purpose of the event and the
logistics that you forget about the most important people, the
attendees - keeping them engaged and providing them with a
positive experience.

Each event is different, but the following tips should be
remembered when you plan an event:

Always keep attendees in mind - The event may well have some
very serious messages to get across but to ensure the audience
remains engaged you must organise the event from their point of
view. This may sound blatantly obvious but is still often forgotten
and must be one of the key aspects of organising.

Make attendees feel welcome — Upon arrival, it should be clear
where attendees should go. If applicable, signs or welcoming
people should direct attendees. Upon arrival at the room

or location there should be people welcoming them. Light
refreshments are often good at this stage.

Run on time - Businesspeople are busy people. The last thing you
want is to make them feel like they are wasting time waiting for
an event to commence or stressed because the event is running
overtime and clashing with other activities on their schedule.

Networking time at the start is often useful for some attendees
but you should be upfront with the attendees about any
networking time and the commencement of the more official
parts of the event.

Keep presentations short and sharp - The reality is that most
attendees to a business event are not interested in the very fine
details of your organisation or the same message repeated by
multiple presenters.

Keep speeches short and to the point, focusing on the key points,
but with an open invitation for attendees to obtain additional
information. It is also often well worthwhile to have some printed
information available, particularly if media representatives are
present. For awards ceremonies consider if every recipient really
needs an acceptance speech and ensure that any acceptance
speeches are short.

Entertain attendees - The event may well have a very serious
purpose but you need to entertain the attendees. This provides
them with a more positive overall experience and can keep them
in a more receptive frame of mind for your message. Sometimes
event organisers fear that entertainment may trivialise any
messages they are trying to get across but properly organised
entertainment can enhance attendee receptiveness and

provide them with a more positive opinion of your organisation.
Entertainment may take many forms, from keynote speakers to
music to comedians to magicians and much more.

Create a theme - For major events, organisers can consider
creating a theme. This will make the whole experience more
enjoyable and also allow attendees to join in.

Al

Provide breaks - For longer events ensure that frequent breaks
are scheduled for attendees to have a refreshment, visit toilets,
talk with others, check on emails or contact the office. This also
helps attendees to maintain their attention levels.

LY

Provide attendees with a positive ending to the event - Make
sure that attendees have a positive ending to the event. Ensure
they are thanked and consider a small gift if applicable. Also
ensure that key members of the organisation are available to
meet with attendees who wish to make personal contact or have
additional queries.

Three flexible function spaces central to Newcastle
& Lake Macquarie, tailored to your event and your
budget.

v Up to 120 guests

v Onsite restaurant &
accommodation

v Central location,
free easy parking

MERCURE

HOTEL

02 49438899
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MARKETING

YOUR EVENT

One of the most important parts of organising an event is letting
people know about it. If there are no attendees, there is no event.

There are many paths available to do this. Advertising for your
event should involve a mixture of the tactics depending on your
target audience and where they seek out event information.

Traditional marketing tactics

Direct mail marketing campaigns, press releases and hard copy
advertising are a great way to announce the event and know that
itis getting to the right target audience.

Social media

Social media can be an effective way to advertise your event.
Platforms such as Facebook, LinkedIn and X are an easy way to
reach people.

Use attendees

When people sign up for your event, provide them with
opportunities to share the information about your event on social
media or via email.

Invite major industry players

Contact prominent people in the industry, who also have a
following on their social networks. Invite these people to your
event and it's sure to get coverage on a lot of related socials.

Market the speakers
If your business has the budget to book a well-known speaker, it
will create more hype. When marketing your speakers focus on

their education, experience, and interesting facts about their lives.

This will generate interest in hearing these facts and experiences
live. Feature your speakers in your media releases, hard copy
advertising and social media.

Testimonials

Testimonials are great if your business organises an annual event
that is well attended, especially by regular attendees and repeat
vendors. Get testimonials from attendees and vendors about your
key outcomes for the event e.g. the event was informative, fun
and | made some key contacts.

Corporate sponsorships

Gaining corporate sponsors for your event is a plus for both
parties. When the sponsors advertise the event, not only is it good
marketing for the event, it is also a good marketing strategy for
their company.

Make your next
function a memorable
event at Amanda’s!

ON THE EDGE

Seating up to 75 people, with
your choice of two private
dining rooms

With bright, light dining areas

and windows overlooking the
verandah and vineyards,

Amanda's is the perfect
function venue - comfortable
and relaxed with high quality
food and warm, professional

service.

A: 1039 McDonalds Road, Pokolbin P:(02) 4998 7900 E: dine@amandas.com.au
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Free tickets

Another great way to promote your event is to offer the
participating sponsors, speakers, industry players and vendors
free admission tickets. You can request that they mention the
event to all their contacts or share it on social media.

Tour

BOOK NOW!

www.hunteradventurecentre.com.au
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