	PRE- PLANNING TIPS 

	· Please review your Conference Center Use Agreement for Restrictions & Regulations.  

· It has information pertaining to food restrictions, banners, cancellations, clean-up, decorations, displays, etc.  If you have any questions regarding procedures please contact us at the Conference Center.  You as the user are responsible for the rooms and their usage.  
· How to best set-up a meeting according to the purpose of the meeting:  (Room capacity an d set-up information can be found on the website under “Room Use and Set-Up Guideline” link) 
· Briefing; normally fewer than 25 persons, short sessions normally can be set-up in a closed or hollow square.

· Informative instructional session/ Training; normally medium to large sessions and if note taking is involved classroom setting is appropriate, if no note taking is involved an audience (chairs only) is appropriate.  If the meeting is short in duration than notes are normally not taken.

· Consultation; normally small in attendees and is given in a boardroom (closed square) setting for less than 20 persons.
· Decision making; normally held in groups smaller than 20-25 people, this can be set-up in a hollow square or horseshoe (normally used when there are speakers or presenters)
· Please completely fill in all the information
· Contact person, name of the event, date of event, event start & end times, number of attendees, set-up requested, etc..

· Are there any accessibility requirements for the room? Please note this on the request form (under “Special Request…”) 

· For example persons needing special accommodations, wheelchairs, eye dogs, etc.
· Are there any special accommodation needed for your speaker or trainer?

· Telephone, equipment (see list on request form) 

· Head Table or podium & microphone 

· If the meetings are recurring make sure dates are not on State Holidays 
· If a meeting is scheduled for more than fifty persons in attendance a podium and microphone/microphone may need to be requested.
· If your meeting is planning on using visual aids make sure you add a screen to the request form.

· Internet Connections requires you to mark LAN CONNECTION on the request for room reservation form.  Also, if the laptop is not state-owned they may have problems accessing the database due to firewalls.  
· The “Name of Event” is limited to only 40 characters.  This name also appears on the sign outside the door for attendees to locate the room.    
· If name of meeting is changed, please inform us.  It is often difficult to identify a meeting that a person is seeking because the title given to us is different from that given to participants.
· “Time of Meeting” If the meeting is scheduled less than 4 hours then for better availability options the times should be before 12:00 p.m. or after 12:00 p.m.  This gives you a better chance that a room will be available. 

· If your Room Set-up is flexible please note this on the request form.  This also gives you a better chance that a room will be available.  


	

DON’T FORGET TO:


	· If the meeting attendees are coming from outside of the Indiana Government Building?  Mark this on the form this allows me to schedule a room that will be easily accessible.  

· Do the attendees need maps, driving directions, parking information of the location (request information from Conference Center) 
· Make sure the attendee numbers are fairly accurate?  This allows us to use the rooms to the best possible advantage.  
· The expected number – this number needs to be as precise as possible.

· Maximum numbers/minimum numbers 
· Keep track of all your scheduled meetings.  
· If you ever need a print-out of current scheduled meetings please contact the Conference Center.  (Ask us for suggestions if needed)
· In order to speed up the process, please include alternate dates, times set-up etc. on your request form?  
· That way if the first date is not available we can check to see if your second choice is.  This information can be gathered at the start when the initial request is submitted. 

· In most cases if a meeting is scheduled for 1-3 hours the times are normally flexible.  If so, place this information in “Special Request section”



	DID YOU KNOW

	· It is the policy of IDOA and the designation of this facility that only state agencies and quasi-agencies be permitted to conduct meetings related to state business in the Government Center and the Conference Center.
· In order to schedule a room with the Conference Center you must fill out the Request for Room Reservation form # 45292. 
· Each individual who would like to schedule a room must first fill out a Conference Center Use Agreement.
· If the date of event is two days from today’s date you can call and schedule over the phone. 

· You cannot place long distance call from in any of our rooms.   However, they are allowed to call-in from long distance locations.  Solution:   You can use a calling card or call your agency to connect you.
· Conference calls can be placed in certain rooms that have phone capability.  This procedure can be set up where the calling party calls the other participants and adds them to the call (in some way like 3-way calling but with the ability to add up to six phone numbers).   Not to be confused with a bridge line (in which IOT handles) where all parties call in to one phone number.  - Ask the Conference Center for Directions -
· You only need to submit one request form if you are scheduling recurring meetings, as long as the name, times and set-up remain the same.
· The Auditorium is the only room that has an LCD projector and computer available to be used for meetings.  Your agency will have to provide this equipment in any other room that is scheduled.  
· The Conference Center just acquired 3 DVD players and they will be scheduled on a first come, first serve basis.  
· The Conference Center has also purchased 2 CD Recorders/Burners.   If you want to record audio for your meeting these items are great.   Our staff will assist you in operating the CD Recorder/Burner.
· The Conference Center will be giving tours to users to showcase and answer any questions they may have regarding the rooms. 
· There are only a limited amount of parking spots available in the Washington Street Garage for visitors.  You can contact Karen O’Brien @ 232-6268 (0 –out) to ask for parking information in the Washington Street Garage across from the Government Building.  If you need any other parking information contact the Conference Center and have them forward you the information.  
· If your event requires multiple rooms and/or requested for consecutive dates it is suggested that you schedule 6-12 months in advance.
· If you requested a Speakerphone or Conference Phone there is a difference.  A conference phone (Polycom) offers two external microphone ports and optional extended microphones for additional coverage and greater microphone pick-up (normally used in medium to large sized rooms)   A speakerphone is a telephone with a microphone and loudspeaker provided separately from those in the handset


