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Meeting

General Information

The Joint Summer Meetings provide the opportunity for the participants to get to know each other and talk about issues of mutual interest.  It is important to have time throughout the meeting for social interaction among the attendees.  The Sunday evening reception, the meeting breaks, the meals, and other times are vital for these communications to take place and are eagerly anticipated by the participants.

The conference facility will usually provide event sheets to the meeting organizer to verify setups, audio-visual requirements and other special requests for each aspect of the event.  It is important to review the information carefully and ensure that all the details necessary for a particular event to occur successfully are noted on the sheets.  Often the crews that setup the rooms are not the people that have been communicating with the host university for months.  The conference facility will often provide signs to direct people to the registration table or the correct meeting room.  This should be verified so that the hosting university can supply them if necessary.

Meeting Packet

Meeting packets are provided to the participants when they check in for the meeting on Sunday afternoon.  Items that may be included in the meeting packet are the final agenda, the list of participants and their contact information, the information for the next meeting, an evaluation form, any pertinent hotel information, and any other information that will help the participants during the meeting.  Nametags for the participants and the companions need to be available for the meeting.

The meeting information may be provided to the participants in a university folder, a portfolio purchased for the occasion, or a variety of other options depending on the host state.

Audio-Visual Requirements

Standard audio-visual requirement for the plenary session include a podium, microphone, AV cart, computer LCD projector, and screen.  Several extension cords and power strips are good items to have on hand for any needs.  Any joint association meetings or joint sessions will need a podium and microphone at a minimum.  The chairs of those meetings will need to provide more guidance.  The RCIC meeting will need an AV cart, computer LCD projector and a screen.  The Sun Grant Initiative meeting, if it continues to be held at this time, needs an AV cart and screen.

The individual association chairs will need to let the hosting state know if they require any audio-visual equipment for their meetings.  (At the 2002 meeting, a couple of the meetings needed speakerphones for conference calls to people who could not attend the meeting.)

The hosting state will need to determine if they have the equipment and personnel resources to handle the various audio-visual requirements or if they will need to rely on the conference facility to handle all the audio-visual requests and setup.

Meeting Room Setups

The various committees and associations like to have their meeting rooms setup as indicated.

	Meeting
	Numbers
	Room Setup
	AV Equipment
	Notes

	RCIC 
	20-25
	Hollow square or U-shaped
	AV cart and screen
	Several members bring laptops and need access to plugins and extension cords.

	Sun Grant
	20-25
	U-shaped
	AV cart and screen
	

	WAAESD Executive Committee
	10-12
	Hollow square or conference style
	
	Check with Harriet Sykes on any AV needs.

	Plenary Session
	All
	Classroom style
	Podium, microphone, AV cart, screen, LCD projector
	Check with speakers on AV needs.  Ask facility personnel about controlling the lights and temperature.

	Joint Sessions or Joint Meetings
	50 to all
	Classroom style
	Podium, microphone
	Check with meeting chairs on AV requirements.

	Individual Meetings
	20-30
	Hollow square or conference style
	
	Check with association chairs on AV needs.


Attachments:

Montana meeting packet (inserts only)

Colorado meeting packet (inserts only)
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