Conference Planning Checklist

Planning:
Who will be on the Onsite Contact for this Meeting?

Is this the person who is responsible for making changes the day of your event?

Is there any one else approved to make changes and/or approve charges?

Will you be shipping any materials to the Conference Center prior to your meeting? We will provide you
with shipping information.

AV:

Included in our Standard Downtown Meeting Package is:

(1) LCD Projector

(1) Overhead Projector

Built in White Board

(2) Flip Charts with Markers

VCR or DVD Player

(1) Screen

If you need any additional AV equipment or are on a la carte pricing plan please refer to our AV List.

Business Services:
Will you require?
_____Tent Cards Printed or Blank
Name Badges Printed or Blank
Additional printing services, Please explain.

Meeting Room Requirements:
Your preferred Meeting Room Setup

clusters of 6
classroom
theatre style
u-shape
other

Food and Beverage:
Included in our Downtown Meeting Package is:
Continental Breakfast
All Day Refreshment Break
Hot and Cold Buffet Lunch

If you are on an a la carte pricing plan may we provide for you:
Continental Breakfast

AM or PM Break

Lunch
Dinner
Reception

Do any attendees have Dietary Restriction? Please Explain
Do any attendees require Kosher Meals? (Y/N) Kosher Style or Glatt Kosher? If so, how many?-

Will you be requiring private meals or breaks ?




