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Introduction
This guide is intended to help you prepare for and manage successful corporate team building events. It is not a
definitive guide, so be sure to use your common sense and experience to fill in the gaps. Hopefully, you will find
this guide both helpful and useful in planning your next event.

The 4 Step Process:

Preparation	
  
•Goals	
  
•Expectations	
  
•Details	
  

Planning	
  
•Venue	
  
•Agenda	
  
•Vendor/staff	
  

Delivery	
  
•Preparation	
  
•Opening	
  
•Delivery	
  
•Closing	
  

Follow-‐up	
  
•Communication	
  
•Reinforcement	
  
•Integration	
  

How To Use This Guide:
Remember that every event is different, and even the word “event” may not be appropriate in all situations.
Whether you are hosting a business meeting, conference, retreat, or outdoor team building session, the general
concepts presented here will apply. Our goal is to help ease the pain and frustration of this process by offering
insights from our many years of experience. To make the most of this guide, we recommend 2 approaches. First,
skim this document at a high level to develop a clear sense of strategy (your overall approach). Second, read
through the tips and checklists and highlight items most relevant to your needs.

WARNING:
Team building programs come in all shapes and sizes. Be sure to always engage professionals for
any activity that may result in physical or psychological injury. Respect your limitations and, by
all means, keep your participants safe. This concept also applies to facilitation. Always be sure
that your delivery staff is capable and competent at managing the activities, content, and
discussions… as well as any challenging or unexpected conversations that might arise.
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What you do
before you begin
makes all the
difference!
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Step 1: Preparation
Asking The Right Questions Before You Start!
Whether you’re planning the event yourself, or you’re being asked to gather information and ideas, preparation is
by far the most important step in the process. Take the time up front to clarify the expectations. This not only
reinforces your credibility, but also minimizes the risk of wasting valuable time working under false assumptions.

Goals
q A simple statement about the “what” and “why” behind this event.

Expectations
q
q
q
q
q
q
q

What exactly are you trying to accomplish with this event?
Is there anything specific that needs to be included?
What should this event “feel” or “look” like?
Was there a previous event that could be used as a model?
What do you NOT want to see about this event?
What results would make you say, “That was a success!”
Is there anything I should keep in mind while planning this?

Don’t trust your
assumptions…
ask questions!!!

Details/Logistics
WHY…
q are we having this event?
WHAT…
q is your budget?
q style of event are you expecting (formal, fun, business, engaging, etc.)?
q topics or issues need to be reinforced by this event?
q business or work topics need to be included or discussed?
q person (you?) is planning this event?
WHO…
q is the decision maker?
q will be attending (demographics and how many)?
q might be important to include in the planning process?
q can I go to for help regarding content or design decisions?
WHEN…
q are you trying to have this event?
q does the decision maker want you to be brought back into the process?
q does a decision need to be made?
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Plan your event
around

RESULTS
rather than
activity!
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Step 2: Planning
Now that you’ve clarified what you’re trying to accomplish, it’s time to begin developing a plan. Always focus
first on the results rather than the activity; otherwise you risk drifting into a strategy that won’t achieve your goals.
The goals and expected outcomes are your compass to help ensure you stay on track!

Venue
The first step in planning is to define the venue or “What type of event will best serve your needs?” If you
haven’t answered the Preparation questions in the previous step, STOP and go back now. Until you have a
clear understanding of exactly what you are trying to accomplish, planning will be impossible. Once your
destination is clear, consider the balance between fun and business using the fun-to-business ratio below.

The Fun-to-Business Ratio

FUN

MOSTLY FUN

FUN & BUSINESS

•No specific
business goals or
objectives

•Light content with
limited business
objectives

•Little if any debrief
or discussion

•Short, more
general discussions

•Rich and relevant
debriefs &
discussions

•Activites such as:
Golf, Shopping,
Spas, Ziplining,
Entertainment,
Museums,

•Activities such as:
Ropes Courses,
White Water
Rafting, Escape
Rooms

•Activities such as:
Team Building
Initiatives, Business
Simulations,
Interactive Learning

95/5

75/25

•Balance between
content and activity

50/50

MOSTLY BUSINESS

•Predominantly
content with
limitied activty

BUSINESS

•Entirely focused on
business outcomes

•Lots of deep &
relevant discussions

•Discussion or
presentation based
interaction

•Activities such as:
Icebreakers, Short
Exercises,
Demonstrations,
Videos

•Activiities such as:
Business Meetings,
Conferences,
Speeches,
Presentations

25/75

5/95

The fun-to-business ratio is a great tool to help determine:
• The type of activity you choose
• The amount and depth of discussion needed
• The type of facilitation that will be required
• Who you need to be talking to next
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Agenda
Your agenda represents the framework for your event. It enables you to block out individual segments,
identify missing pieces, and ultimately develop a focused, well-balanced, and fine-tuned experience. Be
careful to not get “lost in the weeds.” People who are responsible for individual components can manage
their own time, as long as you are clear on the expectations and limitations.

LOGISTICS…
q Date
q Times
q Location
q Parking/Transportation
q Directions
q Security or Access
HUMAN NEEDS…
q Breaks
q Refreshments
q Snacks
q Meals
q Restrooms
q Safety
PROGRAM NEEDS…
q AV
q Flipcharts & Markers
q Participant Materials
q Handouts or Notebooks
q Pens or Pencils
q Activity materials
COMMUNICATION NEEDS…
q How to announce the event
q What information do participants need?
q Do they know when and where to meet?
q Do they know how to dress?
q Do they know what to bring?
q Is there anything they need to do in advance?
q How can you best manage expectations?
HINT: Develop a strategy to address potential elephants that may show up in the room (i.e., those big speakers and
presenters who just won’t move off the stage when their time is up). You can try to address this with force, but elephants
tend to be pretty big and hard to move. An alternative is to take a more subtle approach, like producers do on awards
shows with music that continually increases in volume. To make this even more effective, engage the audience to
monitor time and control the music. Be sure to adequately introduce any system you choose and position it to be fun
rather than punitive.
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Vendors and/or Staffing
Now that you know where you’re going and have a rough idea of the type of event you’re looking for, it’s
time to begin exploring the options. Using your expected outcomes as a guide, begin soliciting ideas. Always
try to leverage BOTH internal and external resources. As you evaluate these options, always begin with the
expected outcomes, and also evaluate how you will manage BOTH the activity as well as the facilitation.

ACTIVITY EXPERTISE…
q HOW WELL CAN THEY MANAGE THE ACTIVITY?
q Expert at delivering the activity
q Able to adapt the activity to your business & population
q Safety conscious (both physical & psychological)
q Able to handle the unexpected with poise & presence
q Is highly organized and provides a “tight” program
q Presents credibility and professionalism
FACILITATION EXPERTISE…
q HOW WELL CAN THEY MANAGE THE OUTCOME?
q Understands your business
q Can build engagement and manage group process
q Guides discussions to a meaningful end
q Is able to support your messaging and drive your objectives
q Can read the group and respond in a positive manner
q Able to handle unexpected, difficult conversations
q Is professional, competent, credible, and capable
OVERALL EFFECTIVENESS…
q HOW WELL CAN THEY MANAGE THE PROCESS?
q Responsive to your needs
q Organized and efficient
q Able to easily and quickly adapt to changes
q Supports your goals and objectives
q Operates as a partner, rather than a vendor
q Continuously adds value rather than simply filling a time slot
q Knowledgeable, helpful, and professional
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People hear
what you say,
but believe
what they see.
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Step 3: Delivery
It’s SHOW TIME! Even if you’ve contracted with an outside vendor to provide an activity, the success of the
event still lies on your shoulders. There are 4 critical steps to consider, all of which focus on being proactive!

Preparation
q Before the program… Verify Everything! Prior to the event (typically a day or two in advance), make
courtesy calls to everyone involved. Check in with your vendors, staff, caterers, speakers, presenters,
and possibly even the participants. This is a great reminder for them and also allows you to begin
flagging any last-minute changes. Hint: Be sure to gather mobile numbers for everyone during this
step, just in case.
q Calculate how much time set-up should take… then double it! Even the simplest of tasks can escalate
into huge challenges before you know it. Projectors won’t work, caterers can get stuck in traffic, and
rooms can get double booked. Don’t create more stress for yourself by rushing.
q Arrive Early! Things will inevitably go wrong. The sooner you can catch and correct problems, the
more likely the event will go smoothly. Remember, don’t let the participants see behind the curtain!
Even if things are crazy in the background, it should appear seamless to the audience!
q BREATH! Remember that others are watching you to see if they should be worried. Act with
confidence and decisiveness.

Opening
Regardless of the type of event, consider kicking off the day with someone from the organization, possibly a
manager or leader. This helps connect the activity to your business objectives and demonstrates corporate
support. It also helps set the tone and reinforces messages that are critical back at work.

Delivery
q Look 2 steps ahead! People involved in the program will likely be managing the process in the
moment. Try to position yourself to be looking 2 steps ahead. Is lunch all set to go? Have the t-shirts
arrived? Does the weather look like it’s about to change?
q Watch for subtle cues! You know your people better than anyone else. Pay attention to their level of
engagement. If individuals appear to have concerns or issues, step in and find out what’s going on
q Help manage people and time! If people aren’t quieting down, manage this process. If people aren’t
regrouping after lunch, help round them up. If people aren’t asking questions, ask a question to get it
started. Bottom line help manage the participants.
q Be accessible! Position yourself in a way that both the participants and the staff can easily find you if
needed. Whether it’s a simple question or a major problem, you are the decision maker for the event.

Closing
The closing is one of your best opportunities to circle back to your original goals and reconnect with your
business objectives. Keep it short and to the point, but reinforce the “why” behind the event and clarify
“what’s next?” Consider using a member of management who was in attendance, yourself, or even a
participant. The key here is laying a foundation and expectation for future follow-up.
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If you want it
to stick…
keep throwing it
against the wall!
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Step 4: Follow-up
As marketing professionals recognize, it takes on average 7 points of reinforcement before a concept is committed
to memory. So how can we expect a team-building event to have any lasting effect without reinforcement? Just
as we started this whole process with expected outcomes, our follow-up process should build on these same
outcomes to ensure that they stick. Consider it this way: your initial goals set the direction, your program design
establishes the targets, the program develops the topic, and your follow-up reinforces what was learned.

Communication
CAN YOU CLEARLY COMMUNICATE WHAT YOU WANT THEM TO REMEMBER?
Communication is about being clear, specific, and accurate. It’s sharing information in a way that resonates
with most, if not all participants. Rather than reflecting on what transpired during the event in the hope of
remembering the key messages, we find it far more effective to make it part of the event. Whether it’s you and
your staff, or the participants themselves, try to capture key messages as they occur. Work to prioritize and
expand these messages as soon as possible and be sure to note their impact on your business. For long-term
retention, we recommend limiting these takeaways to 1-3 main messages.

Reinforcement
HOW FREQUENTLY DO THEY HEAR IT?
Reinforcement is about repetition. Find ways to keep these messages alive. Here are a few creative ideas to
help get you started.
•
•
•
•
•
•

Briefly review your takeaways during staff meetings
Commit to discussing one take away every month within smaller teams or work groups
Select an individual to report on progress regarding one item at each staff meeting (rotate)
Post photos from the event, ideally with captions reinforcing the takeaways
Periodically send out a reminder email regarding one of the takeaways
After 4-6 weeks, discuss progress regarding the takeaways at a staff meeting

Integration
HOW IS THIS REFLECTED IN THEIR DAILY WORK?
This is your final and most valuable step. If you’re looking to impact change… to drive your insights into the
business… to make these concepts best practices, then this step is absolutely essential. Communication and
reinforcement will only take you so far; they focus mostly on awareness. Integration focuses on action, or
making these concepts part of your daily activity. Ideally, this does not mean adding more to your already
long list of things to do, but rather improving the way you are currently working. If these are truly best
practices, they should help you do your job better. It’s your responsibility to use this event as an opportunity
to drive these behaviors into practice. Communication, reinforcement, and integration are key!
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Let the experts
at LTI
be a resource
for you!
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LTI RESOURCES
What LTI Can Do For You
We hope this guide has been helpful and has made your task of planning a team-building event a bit less daunting.
Since this guide represents only a glimpse of how we approach training and team building, please don’t hesitate to
reach out for more assistance. We offer a consultative approach with a focus on helping out clients find practical
solutions for their training needs. We have been in business since 1991 and care about our clients, the quality of
our work, and having a positive impact on your business. Contact us today to learn more about how LTI can help
you, your team, and your organization. Our business is “Building Teams… Developing Leaders!”

LTI Activities
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q

Classroom training
Workshops
Icebreakers
Lunch-and-learns
Case studies
Initiative activities
Cooperative games
Business simulations
Low ropes events
High ropes events
Rock climbing
Sailing
Boat building
Bike building
Habitat for Humanity
Orienteering
Personality profiles
Diversity through music
Scavenger hunts
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Popular Topics
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q
q

Additional Tools

Emotional Intelligence
Communication & Feedback
Effective Listening
Collaborative Planning
Conflict Management
Cross Generational
Leveraging Diversity
Virtual Teaming
Creativity & Innovation
Project Management
Overcoming Change
Team Alignment
Breaking Silos
Customer Service
Understanding Differences
Time Management
Delegation Skills
Setting Priorities
Effective Goal Setting

LEARNING TECHNOLOGIES, INC.

q Personality assessments:
- MBTI
- DiSC
- Five Factor
- Strengths Finder
q 360 Feedback Instruments
q Communication Inventory
q Conflict Style Assessment
q SBIA Feedback Process
q Group Process Inventory
q Project Planning Process
q Vision & Values Process
q Change Style Index
q AMPAM Change Process
q Team Scorecards
q Case Development Process
q EI Assessment
q Leadership Assessment
q Employee Feedback
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Learning
Technologies, Inc.
www.TeamLTI.com
919-783-6900

Call today for a
Complimentary Consultation!
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