
HOW TO

1. Log into HQ at valleyforge.org/hq.
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INTRODUCTION: The Conventions Held Report is often underutilized by 
VFTCB members and provides a great sales tool. This report outlines 
pieces of business coming to Montgomery County. The event organizers 
have given the VFTCB permission to share their contact information with 
our members. You can reach out to organizers to offer restaurant discounts, 
transportation, etc. Exact event locations are not disclosed to protect our 
hotel partners.
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3. Complete Conventions Held report.
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2. Once on the home page, Click Reports.
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4. Filter by Date Range. Once complete, you select Print.
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Please contact Katie Otto, Event Services and Membership Coordinator, if you 
are in need of any assistance at otto@valleyforge.org.




