District 8 Spring Conference

Facilities Planning, 17-18 May 2013, Renaissance Airport Hotel - St. Louis 

Facilities Chair: Bob Heaton (m) __________ (h) ___________
Hotel Contacts: Wendy Haffner, Events Dir., 314-890-3053 

John, Audio Visual Manager, (d) ____________ 
Jim or Joe, On-duty Banquet Managers, (d) ______________ and ____________
Registration Area   
   Fri 4-8 pm & Sat 6am-8pm                 
Foyer outside Concourse A
___ 8, 6' or 8' tables (near electrical outlets, 3 for photos)
___ 2 Extra black linens to drape over sales materials
___ 10 chairs (6 registration, 2 club coach, 2 keynote)
___ Red carpet (50l x 4w, Rebecca Olson)

___ Media wall (12w x 12h x 4d) ____ Audio set up
___ Trash receptacle

 ____ 2 Velvet stanchions
Friday Dinner & Contest

           6:30 pm
Concourse A
____ Round tables and 10 chairs/table with ivory linen
____ Mirror centerpiece and table # stand per table
____ 1 12x8 riser at best location (to be determined)
____ Lectern on riser to the side

____ Riser ramp for impaired

____ Small classroom table and 2 chairs in front of riser

____ Small round table for trophies right of the riser

____ Small round AV table by wall microphone input

____ Sound system in place

____ 30 chairs along perimeter for observers (gallery)
____ Trash receptacle
Hospitality Room
     
     Fri 4pm - Sat night                                   
Lambert D (3 outlets; house phone for more chairs)
____ Seating for 30     

____ 2 Coffee pots

____ 2 Round tables for 10
____ 1 Toaster

____ 2 6' skirted buffet tables
____ 1 Hot water pot 
____ 4 Centerpieces

____ 2 keys for chairs      ____ 3 Coolers (ice provided)
____ Trash receptacle
Contest Prep. Room 
       Fri 6-10 pm & Sat 4-10 pm 

Gatwick B
____ Room for 10-12 

____ Water station
Bookstore
 

       Fri 4pm - Sat night
Gatwick A (1st room on left down hall)
____ 5, 8ft. tables (no silent auction in Bookstore)

____ 1, 4ft round table for “Featured Items” display

____ 1 sales table near door
____ 2 keys for keepers
____ 4 chairs


____ 2 trash receptacles
Saturday Keynote & Business Meeting        8:00 am

Concourse B
____ 1 12x24 riser at best location (to be determined)

____ Skirted table on the riser with lectern in center
____ 8' skirted table on perimeter for proclamations
____ 2 6ft. tables for banners along wall

____ Schoolroom-theatre arrangement (spaced chairs)
Saturday Keynote & Business Meeting, cont.

____ Small A/V table by wall for microphone input
____ US flag for pledge of allegiance
____ Small, round AV table for projector
____ Sound system in place

____ Trash receptacle

____ Water station

Saturday Lunch 
            

            12:00 pm
Concourse A
____ Round tables and chairs in place (8 per table)
____ Mirror centerpiece and stand (table #s) per table
____ 1 12x24 riser along wall with windows
____ Lectern on riser

____ Small round AV table by wall microphone input

____ Sound system in place

____ Trash receptacle

Saturday Breakout Sessions 
          1-5:00 pm
Concourse B, Orly B, Gatwick B, Heathrow A
____ Theater-style arrangement with space b/w chairs
____ Free-standing lecterns (all but Heathrow A)
____ High-speed Internet connection for Concourse B
____ Movie-style inserts outside each room (8w x 5.25h)
____ Movie-style posters and easels outside each room
____ 1 Table, 4 chairs, and screen (Orly B, 3:30 pm)

____ 2 Flip charts and easels (Orly B, 2:30 pm)

____ Projector and Screen (Concourse B & Gatwick B)
____ Water pitchers & drinking glasses

____ Trash receptacle
Saturday Dinner/Contest

             6:00 pm
Concourse A
____ Round tables and 10 chairs/table (b & w linen)
____ Mirror centerpiece and table-# stand per table
____ 1 riser at best location 
____ Riser ramp for impaired

____ Lectern on riser to the side

____ 1 head table to seat 10 at 90 degree angle to riser
____ Lectern on riser to the side

____ Small classroom table and 2 chairs in front of riser

____ Small round table for trophies right of the riser

____ Small round AV table by wall microphone input

____ Sound system in place (“I Love Lucy” theme song)
____ 30 chairs along perimeter for observers (gallery)
____ Trash receptacle
Special Meetings 
       

             Friday - Sunday
Boardroom 232 (2nd floor, turn left from elevator)
____ Room for 10-12 

____ Water station
____ 2 keys
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