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SPECIFICATIONS FOR ACCOMMODATIONS / CONFERENCE FACILITIES





Conference Name�
�
�
�
�
�
Sponsoring Agency�
�
�
�
�
�
Coordinator Name�
Telephone �
�
�
�
(                        )�
�
Conference Dates / Days�
Location�
�
�
�
�
�
�
�
�
�
�
�
�
Anticipated number of attendees�
Overnight�
�
Day only�
�
TOTAL�
�
�
�
�
�
�
�
�
MEETING ROOMS�
�
�
�
�
�
�
�
general  assembly  room   for  all  attendees�
�
�
�
�
�
�
�
�
�
�
Chevron�
�
�
Speaker table with podium and microphone�
�
�
�
�
�
�
�
�
�
�
Theater�
�
�
Twelve foot high ceiling�
�
�
�
�
�
�
�
�
�
�
�
Conference - tables with chairs on ONE side�
�
�
Other�
�
�
�
�
�
�
�
�
�
�
�
Tables with chairs on two sides�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Other�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
small group meeting rooms for �
�
People�
�
�
�
�
�
�
�
�
�
�
Chevron�
�
�
Tables with chairs on two sides�
�
�
�
�
�
�
�
�
�
�
Theater�
�
Other�
�
�
�
�
�
�
�
�
�
�
�
Conference - tables with chairs on ONE side�
�
�
�
�
�
�
�
SIGNAGE REQUIREMENTS�
�
�
�
�
�
�
�
�
�
�
Exterior facility�
�
�
�
�
�
�
�
�
�
Interior facility�
�
�
�
�
�
EQUIPMENT �
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Overhead projector�
�
Slide projector�
�
Portable sound system�
�
�
�
�
�
�
�
�
�
�
�
�
�
Flip chart #________�
�
Podium�
�
Floor�
�
Table top�
�
Computer (type)�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
Screen�
�
Pens and paper�
�
Microphone (type)�
�
�
�
�
�
�
�
�
�
�
�
�
Screen with light�
�
Water pitcher and glasses�
�
Other�
�
�
�
�
�
�
Head table�
�
All tables�
�
�
�
Chalk board�
�
�
�
�
�
�
�
LODGING�
�
�
�
�
Number of single rooms needed�
Night one�
�
Night two�
�
Night three�
�
�
�
�
�
�
�
Number of double rooms needed�
Night one�
�
Night two�
�
Night three�
�
�
�
�
�
�
�
Rooms will be reserved until�
�
�
�
�
�
(date)�
�
�
�
�
�
�
�
�
Room reservations will be made by �
�
Each attendee �
�
Sponsoring agency�
�
�
�
�
�
�
Room reservations will be held until �
�
P.M. or are guaranteed for late arrival by each attendee’s major credit card�
�
�
�
�
�
�
Preassigned rooms are required�
�
Yes �
�
No�
�
�
�
�
�
�
�
List of attendee reservations will be provided to sponsoring agency by �
�
�
�
�
(date)�
�
�
Payment for rooms will be made by �
�
Each attendee (WI sales tax does not apply; local tax may apply) �
�
�
�
�
�
�
�
Sponsoring agency�
�
�
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�
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�
�
�
�
�
�
�
�
�
�
�
PARKING  (Vehicle parking must be available)�
�
�
�
�
�
�
�
�
�
Adjacent to the conference facility�
�
�
�
�
�
�
�
Within three minutes of the conference facility�
�
�
�
�
�
�
�
Other�
�
�
�
�
�
�
Parking fees�
�
Free�
�
�
�
�
�
$�
�
Per 24 hours�
$�
�
Per hour�
�
�
�
�
�
�
�
�
�
FOOD and BEVERAGE  (Specify menu)�
�
�
�
�
�
�
�
Service�
�
�
�
�
�
Buffet�
Table�
Day One  -  Number of attendees�
�
�
�
�
�
�
�
�
�
�
�
Breakfast�
�
�
�
�
�
�
�
�
�
�
�
Break A.M.�
�
�
�
�
�
�
�
�
�
�
�
Lunch�
�
�
�
�
�
�
�
�
�
�
�
Break P.M.�
�
�
�
�
�
�
�
�
�
�
�
Dinner�
�
�
�
�
�
�
�
�
Day Two  -  Number of attendees�
�
�
�
�
�
�
�
�
�
�
�
Breakfast�
�
�
�
�
�
�
�
�
�
�
�
Break A.M.�
�
�
�
�
�
�
�
�
�
�
�
Lunch�
�
�
�
�
�
�
�
�
�
�
�
Break P.M.�
�
�
�
�
�
�
�
�
�
�
�
Dinner�
�
�
�
�
�
�
�
�
Day Three  -  Number of attendees�
�
�
�
�
�
�
�
�
�
�
�
Breakfast�
�
�
�
�
�
�
�
�
�
�
�
Break A.M.�
�
�
�
�
�
�
�
�
�
�
�
Lunch�
�
�
�
�
�
�
�
�
�
�
�
Break P.M.�
�
�
�
�
�
�
�
�
�
�
�
Dinner�
�
�



OTHER CONFERENCE NEEDS


�
�
�
�
�
�
�
�
�
�
�
�
�
�
�



This document can be made available in accessible formats to qualified individuals with disabilities.


