Highlights of the 2004 Planners Instruction Guide

This packet of information contains important data to help guide you through the SLA conference planning process.  Here are some highlights:

· Instructions and Deadlines Memo:  This memo has information on deadlines, non- conflict times, and an overall review of the packet information.

· Food and Beverage costs: Prices are subject to change. 
· Off-site Program Development: a review of how to manage tours and transportations needs for your unit.  This year will mark a change in tour procedures.  Please review the tour memo enclosed.  
· How to Get Sponsors: Tips on how to obtain sponsorship for your sessions.  Please read the yellow memo enclosed regarding sponsorship – your sponsors must be exhibitors!
· Financial Considerations for Program Planning:  A reminder of your unit’s financial obligations. Please read the blue memo enclosed regarding the changes in the financial billing structure– there will be a 50% advanced deposit required on A/V and Food & Beverage orders, and an additional fee for late order changes.  

· Conference Web Planner Instructions – this guide will show you how to submit your session information on the web.  We have improved various aspects of the planner for easier use. 
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MEMO



TO:  Nashville 2003 Program Planners

DATE:  September 2003

Subject: 2004 Tour Program


FROM:  Alicia Cronin Dimaio – Director, Events 


PHONE: 202-234-4700 ext. 626

SLA Headquarters has traditionally assisted planners in organizing a tour program for the last day of conference.  Because of the consistent feedback from the attendee surveys and the continued challenges faced with tours, a change in the way we handle tours was needed. While the easiest option would be to discontinue tours all together, we realize many units want the opportunity to showcase the conference city.  So as an alternative to completely discontinuing the tours, all tours will now be handled by a professional tour company.  This will involve some changes in planning and ordering processes.  The changes involved include:

· 
All coordination and planning will be handled exclusively by the tour company, not SLA staff.

· 
Planners will go through the tour company directly, not SLA staff, to arrange for their tours.

· 
All payments and ticketing will go through the tour company (a separate tour ticket order form will be included in the preliminary program) and not through SLA Headquarters.

*Planners who need to arrange transportation only for SLA events will also need to coordinate directly with the tour company.  Please note that for transportation only events, planners will still need to submit information regarding their program to the conference web planner by October 15, 2003 in order to be included in the preliminary conference program. All deposits and payments to the tour company for transportation are the sole responsibility of the Division. 

In Nashville, the official tour company will be Gaylord Destination Sales.

Gaylord Destination Sales

2802 Opryland Drive

Nashville, TN 37214

(615) 871-6885

Stephanie Monroe – Sales Manager

smonroe@gaylordentertainment.com
Please contact Stephanie to coordinate all Nashville tours.  Please Note: Your tour must be established with Gaylord Destination Sales by Oct. 15, 2003 in order to be printed on the order form included the Preliminary Conference Program.
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MEMORANDUM

TO:

ALL PLANNERS

FROM:
DeVonne Henry, Director of Exhibits

DATE:

September 2003

RE:

Exhibit/Sponsorship

This memo is a reminder to you regarding SLA’s procedures on getting sponsorship for your event.  We at SLA are very excited about our 95th Annual Conference that will be in Nashville, TN.  We aim to make each year better than the year before.  In order to achieve this goal, we must work together with all our resources for the association. 

When you seek sponsorship for your event, please make sure that the company is exhibiting at SLA.  SLA requires that a company must be an exhibitor in order to obtain sponsorship for any event. This is very important since it is advertised as such in the exhibitor prospectus.

If the company that you are trying to get sponsorship is not an SLA exhibitor, please direct them to me at 202.939.3680 or via e-mail at devonne@sla.org.  You can also direct them to the following Web-site address: http://www.sla.org/nashville2004.  This has an exhibitor application, floor plans, and booth prices as well as other pertinent exhibit information.

If you have any questions, please call me at 202.939.3680.  

Looking forward to a successful conference in Nashville!

Thank you for your cooperation!

M E M O R A N D U M

TO:

Conference Program Planners

Unit Treasurers

FROM:
Scott Smiley

DATE:
September 2003

RE:

Deposit Requirements for Annual Conference

In 2002, I sent a survey to the current treasurers and conference planners concerning some challenges that we were facing surrounding conference.  These challenges revolved around two main areas.

The first area of concern was the amount of deposits that SLA is required to pay before the conference.  This amount exceeded $400,000 in Los Angeles.  With this volume of deposits, headquarters can no longer wait until after the conference to receive payment from the planning units.  Therefore, a 50% deposit on all audio-visual items and food and beverage orders will be due May 1st, 2004.  

 The other area addressed was that of trying to keep costs for food & beverage and audio-visual needs to a minimum.  The best way to accomplish this is by accurate pre-planning.  Our planning deadlines are set based on requirements from our vendors and the need to ensure an accurate final conference program.  Changes made after these deadlines are more difficult and often more costly to make.  To try and eliminate some of these changes and help keep costs down to the Association and the units, we will also be adopting the following fee schedule for changes made after the deadlines:

· Changes made to food and beverage orders or audio-visual needs between April 16th, 2004 and June 7th, 2004 will be permitted, where possible, but will be subject to a 20% handling fee.

· Changes made on-site for food and beverage and audio-visual items will be subject to a 40% handling fee.

These charges will not be applied in situations where the hotel or vendor erred and did not provide the requested food and beverage or equipment. 

Because this will impact your cash flow and is a change to how we have done this previously, we wanted to give you plenty of advance notice so that you can plan accordingly.  If you have any questions concerning this change, please do not hesitate to contact me at scott@sla.org or 202-939-3623.

TO:

2004 Conference Program Committee

2004 Conference Program Planners

SLA Committee Chairs, Chapter Contacts

SLA Caucus Conveners

Host Chapter

SLA Staff

FROM:
Alicia Cronin Dimaio, Director, Events; Kristin Foldvik, Logistics Coordinator              

DATE:
September 2003

RE:

Instructions and Deadlines

The time has come for you to finalize all your program activities that you've planned for SLA's Annual Conference, scheduled for June 5-10, 2004 in Nashville, TN USA.  Please read the following information carefully.  The information then needs to be filled out on the conference planners website.  

Because this information will be used to produce the Preliminary and Final Conference Programs, room assignments, as well as various marketing publications, it is critical that your materials are as complete as possible.  The deadline for the receipt of all materials is October 15, 2003.
Special Notice

tc \l1 "Special Notice
In tight economic times, we must stretch every dollar. We must become more efficient and we must make some hard decisions, such as continuing with the Preliminary program in its abbreviated, but more marketable state, and respecting the new financial deadlines for conference payments.  It is very important that we all work together to create budget minded and effective tools that will give us more opportunities to promote the conference and explore new avenues of communication. We must redirect our energies from the planning process to promoting the excellent, and provocative program session content that you have developed to the widest possible audience, and hence generate adequate income for your association.  We ask that you help us by doing your part to respect the deadlines and new processes that have been put in to place which will help us all focus on getting the word out that the SLA 2004 Nashville conference will be the best ever! 

We thank you for your continued help, cooperation, and understanding.  With the new procedures in place, is imperative that all your conference activities be appropriately listed on the web so logistics and program content for the preliminary program is accurate.  We would also ask your help and cooperation in alerting your constituents of non-program activity details, no longer part of the preliminary program.  They will still be available either on the web or periodically detailed in your own newsletters or on your own web sites.

By all of us working together, we can make this a productive and profitable experience. All questions and concerns should be directed to Alicia Cronin Dimaio, Director, Events.  Her e-mail address is: Alicia @sla.org.

Program Checklist Sheets
Program checklists should be submitted by the lead division only.

The Program Checklist Sheets may be completed via the web (see enclosed user guide) or typed in the old-fashioned way. Make sure you complete a separate form for each activity. 
Section I  - fill in all applicable information.  

At this time, it is very important for you to supply us with as much of the information requested in Section I as possible.  Please make sure that you give us a title of the event, a descriptive paragraph, day, time, track, etc.  It is this information that must reach us by October 15th.
Please note that all programs must follow the stated time blocks: 
Time blocks

Sunday - Exhibit hall 11am - 6 pm.  Networking Reception for Sunday 4:00pm - 6:00pm

Monday                    
  Tuesday                                  Wednesday

7:30-8:45                 
7:30-8:45                                7:30-8:45

 *9:00-10:15 (NC)        9:00-10:15                   *9:00 - 11:00 (NC)

**10:30-12:00 (NC)    **10:30-12:00 (NC)          11:30- 12:45

12:15-1:30                 12:15-1:30                            1:15-2:30

2:00-3:15                 2:00-3:15                                3:00-4:15

3:45-5:00                 3:45 - 5:00                            4:30- 5:45                 

           (NC) = No Conflict 

*Monday from 9:30 am - 11 am is a no-conflict time (General Session)

** Monday and Tuesday from 10:30 am -12:00 pm is a no-conflict time (exhibits only)

*Wednesday from 9:00 am - 11 am is a no-conflict time (General Session and Annual Business Meeting)

All sessions must start according to the above time blocks. More than one time block may be requested. If programs are submitted outside of these blocks, SLA staff will make the necessary adjustments.  Program planners may not be contacted regarding time adjustments made to accommodate mandated time blocks.

Tracks

Practitioner’s Toolkit: 

The activities in this track are focused on providing assistance to conference attendees with situations and issues they confront in the workplace.  The programs in this track will cover a board spectrum of topics from a variety of approaches.

State of the Art: 
The activities in this track are aimed to cover the cutting edge resources and technology on the horizon. The programs in this track will cover a broad spectrum of topics from a variety of approaches.

Knowing and Growing your Customers:  

A new track for the Nashville 2004 conference.  The activities in this track are designed to focus in on marketing and competitive intelligence.  This track will look at how our organizations are marketing and how that impacts the organization. It will also take a look a recent competitive intelligence trends, techniques, and issues. 
 Networking: the activities in this track are designed to provide members the opportunity for less formal discussion and exchange of information than the program activities themselves.  Business meetings, luncheons, receptions, and open houses give the conference attendee time to renew old contacts and friendships and to develop new ones.

Section II - Audio Visual Equipment.  

It would be very helpful to have some idea of your a/v equipment needs, but not imperative to complete by the October 15 deadline.  We all know that situations change, including speakers and their a/v requirements.  If you know the information, by all means, fill in the information.  If you do not know what a/v you will need at this time, don’t worry.  You will have until April 15, 2004 to send us that information or make changes without additional charges (see memo from Director, Finance). SLA Headquarters will be in contact with more detail regarding this deadline on  submitting A/V requirements.  
Please provide speaker contact information if computers or internet will be used.  If needed, the AV company will contact the speaker to discuss technical details.

Section III - Program Information.  

Along with the information requested in Section I - please make sure that you give us the descriptive paragraph.  Please submit your speakers and sponsors at this time.  Note: You will have a chance in December to add/change speakers before the Preliminary program goes to print.

The program descriptions should be very focused.  Due to space limitations descriptions with more than 50 words will be subject to editing for the printed versions of the program booklets.
Food Events 

If food events are scheduled in your division suite, you will be requested to negotiate directly with the hotel room service staff.  However, if public function space is needed, we will work on the details together.  SLA staff will select menus and make arrangements for all breakfasts and lunches in public function space.  Approximately three months prior to the conference, the planners may work directly with the hotel convention services representatives to select menus for open houses and receptions.  Please note that changes in Food and Beverage orders after April 15 will be subject to additional “change fees”.  (Please see memo from Director, Finance) 

(Attachment A has the list of anticipated food cost.)

Open House/Receptions
Complete a Program Checklist Sheet for each open house, each day.  Please advise us if a function room or a division suite will be utilized. To avoid conflicts, all arrangements for events taking place in function rooms must be cleared through SLA.  It is the division's responsibility to handle all activities that occur in their suite.  A division expecting a large turnout for an open house should consider using a public function room in the hotel.  

Please note that planners requesting a function room to hold one of their open houses or receptions will receive a confirmation letter from conference staff in late April - once room assignments have been made and confirmed.  This letter will direct you to the appropriate facilities contact to finalize all your food and beverage requirements for this specific function.

Hosted Events
If a division event is sponsored and will be organized by the vendor, please fill in a Program Checklist Sheet (via the web) and attach copies of all appropriate correspondence.  Please include sponsorship information, contact person, address, phone, fax, email, and the preferred listing of the company's name and address.  If this contact information is not provided the event will be handled as a division event.  

Once SLA assigns function space, divisions are responsible for negotiating with their sponsor contact person and coordinating logistics and billing directly with the hotel.  If a sponsor does not make billing arrangements with the hotel, the division will be billed for the event. SLA will not bill sponsors directly – billing must be done through the coordinating unit.

SLA will not contact sponsors directly.  Please remember SLA's policy.  Those hosting companies must be exhibitors at this year's event.  This policy was instituted to support SLA exhibitors without whom our conference would not be a success.  (Please see the enclosed memo from Director, Exhibits)  

Caucus Programs
Association Bylaws stipulate that caucuses be allotted a time period during an Association Annual Meeting to hold their caucus business meetings.  For the 2004 Nashville Annual Conference, the Caucuses will need to meet on Tuesday afternoon, June 8.  All caucuses have an allotment they are not allowed to go over, please contact SLA headquarters to make sure you stay within your approved allotment and budget.  

Ticketed Events

Ticket prices are set on a break-even basis.  Costs are determined based on transportation, food/beverage, and any miscellaneous costs, such as tour fees, guides, and entertainment.  In cooperation with the divisions, SLA will set ticket prices based on costs submitted.  The exceptions are division-organized educational programs, the prices of which must be at least equal to those charged by Association headquarters the previous year.  All costs must be finalized by November 15, 2003.  Please make sure that if you want an event ticketed that you mark the appropriate box on the web planner.  If an event is not ticketed prior to the preliminary conference program, it cannot be ticketed.  Please be on the lookout to check this in the preliminary program.  

Field Trips/Tours
This year, SLA planners will work with Gaylord Destination Sales.  Please see the tour memo enclosed.  

Cost Estimates
To assist you in planning please see Attachment A & B.  Listed are audio visual rental costs and anticipated food and beverage costs. Note: prices listed are estimates to be used for planning purposes and ARE SUBJECT TO CHANGE.
Audio Visual Needs
We must have all you’re A/V request by April 15th.  Any changes after that point will be done as possible, and subject to a handling fee. The more information that we have, the better we are able to coordinate the use of meeting rooms and negotiate with specific vendors.  If any of your programs require sophisticated equipment, such as computers, internet access or phone lines, please let us know speaker name and contact information.  If necessary, the AV company will contact the speaker to review the technical details. Please note: your a/v needs should correlate with expected attendance and room size.  (Attachment B)

Conference Hotels
The headquarter hotel for the 2004 Nashville Annual Conference is the Gaylord Opryland™ Resort & Convention Center, 2800 Opryland Drive; Nashville, Tennessee 37214-1297. Please refer to Attachment C for the hotel listing.  
Division Suites

Suite assignments are made in the order received.  If you want to reserve a suite and have not done so, please drop Alicia Dimaio an email:  Alicia@sla.orgASAP.  A separate letter will be sent to all that request a suite.  This letter will indicate suite choices and prices.  Please note that large hospitality suites will be limited.  Please consider the use of function space in the hotel.  Staff will be contacting each division planner requesting a suite during the month of October to finalize their selection.

Meetings, Exhibits and Registration
All the conference programs, exhibits and registration will be under one roof at the Opryland Hotel.  

Program Planners Contact Sheet

Please review the Program Planners Contact Sheet for accuracy.  If you have updates please, send to Alicia@sla.org or Kristin@sla.org 

Conference Statistics
In finalizing your 2004 program activities, copies of attendance figures from the 

1998 - 2003 Conferences are attached.  You may find these useful in planning your events.  

Conference Papers
Following the 2003 New York, Annual Conference, a select group of divisions have posted available conference session handouts on their web site.   SLA has collected these sites and posted the URL’s collectively on the SLA website.  Conference attendees and the membership at large have enthusiastically received this practice.  We strongly urge all division planners to adapt this practice.  For those divisions who may have challenges posting session handouts, please collect your handouts from your speakers and forward them on to SLA.  We will post them for you.  If you make it a habit to ask for permission from your speakers in the beginning, you will be more likely to get them and not forget to ask.  

With more and more program sessions relying on PowerPoint presentations, taping conference sessions has become difficult.  By posting session handouts on the web, we all are offering our constituents an extended conference experience, but SLA staff is not able to implement or expand this member service with out your help and cooperation.  Staff will notify planners of the standard format needed to post handouts on the SLA website once the specifics are available.

Please notify your presenters that copies of all handouts are requested, not required, for posting on the web.  We all need to work together to make this project succeed.

General Session Speakers
The General Session speakers for this year will be: Dr. Carl Ledbetter and Mr. Bill Ivey.  More information and their bios will be available on the Nashville Conference website soon.  

Schedule Up-dates and Reminders
Please note the following:

Non-Conflict Times:
Sunday 4:00pm - 6:00pm- Networking Reception

*Monday from 9:30 am - 11 am is a no-conflict time (General Session)

** Monday and Tuesday from 10:30 am -12:00 pm is a no-conflict time (exhibits only)

*Wednesday from 9:00 am - 11 am is a no-conflict time (General Session and Annual Business Meeting)
Exhibit Hall Hours: 

Sunday, June 6th

11:00 am - 6:00 pm

(Networking Reception 4:00 pm - 6:00 pm)

Monday, June 7th

8:00 am - 4:00 pm 

(non-conflict time 10:30 am - 12:00 pm)

Tuesday, June 10th

10:00 am - 5:00 pm

(non-conflict time 10:30 am - 12:00 pm)

Finally, a reminder that the deadline for receipt of all program information for the Preliminary Conference Program is October 15, 2003.  

If you have any questions or if we can assist you, please feel free to contact us. Alicia  phone: 1-202-939-3626, E-mail: alicia@sla.org;  fax: 1-202-265-9317; Kristin phone: 1-202-939-3628,  E-mail: kristin@sla.org;  fax: 1-202-265-9317;  For questions about exhibits and exhibit contacts, please contact DeVonne Henry, Director of Exhibits at: phone: 1.202.939.3680, fax: 1.202-265-9317; E-mail: devonne@sla.org. 

cc:

SLA Chapter Cabinet Chairs

SLA Division Cabinet Chairs

Enclosures:
Attachment A - Estimated Food & Beverage Costs

Attachment B - AV Cost Estimates

Attachment C - History, Meetings, Exhibit, & Registration Information

Attachment D - Off-site Program Development

Attachment E - How to Get Sponsors

Financial Considerations for Program Planning

Program Planners Contact Sheet

1997- 2002 Meeting Statistics

Program Checklist Procedures

Format of Program Descriptions


Conference Program Checklist, User Guide



Conference Program Checklist, hardcopy

 CONFERENCE PROGRAM PLANNERS DEADLINE SHEET

DEADLINES:

August. 1, 2003

Outline of CE Course programs due to SLA Professional Development Committee.

August 15, 2003

Outlines of programs due to Conference Program Chairman.

October 15, 2003

Deadline for receipt of Division, Committee, and General program information for Preliminary Program.

November 14, 2003

Notification of acceptance of abstracts for Professional Papers by Conference Program Chairman.

December 2, 2003

Final review of Preliminary Program material.

February 2004

Preliminary Programs mailed to membership.

March 15, 2004 

Deadline for Division, Committee and General Session minor program changes for the final Program

April 2, 2004


Full text of Division Papers from Division Program Planners due to SLA Headquarters.

April 15, 2004

Audio-Visual and Food and Beverage Request must be in to Headquarters.  (Subject to Penalty if received late) 

May 1, 2004


50% Deposit of requested A/V and Food and Beverage due to headquarters

May 15, 2004


End of Pre-registration period.

May 15, 2004 


Any minor changes to on-site requirements due by letter or Fax.  (Subject to penalty if A/V or Food and beverage associated)  


June 5-10, 2004

SLA Annual Conference, Nashville, TN USA.

 Attachment A

Food & Beverage Costs

If you are planning an event or function that includes food and beverage you need to budget very carefully and price your events appropriately.  The following document details the estimated food and beverage costs for Nashville.  You will note that prices in Nashville are less than New York.  It should be noted that the prices quoted do include all applicable service charges, taxes, etc.

You will note that prices for dinners have not been included on the cost sheet.  If you were interested in having a dinner at the hotel, SLA staff would be more than happy to provide you pricing. 

Please take this information into careful consideration when planning and budgeting for your events.  If you have any questions please do not hesitate to ask.  

Attachment A

 SEQ CHAPTER \h \r 1Estimated Food & Beverage Costs
The following list is a compilation of average food and beverage prices for the 2004 Annual Conference. This document is for planning purposes. Please contact SLA Conferences and Meetings Department 202-234-4700 x 626, Alicia@SLA.ORG or x 628, Kristin@SLA.ORG if you have specific questions.
 Prices are subject to change.  

 SEQ CHAPTER \h \r 1Basic breakfast



$ 21.00 (Pastries, sliced fruit, coffee, juice)
Full breakfast



$ 34.00(Entrée, Meat, Side, Pastries, Juice, Coffee)

Coffee, tea, decaf/gallon


$ 60.00 (Each gallon serves Approx. 20 cups)

Fruit juice/gallon



$ 68.75

 SEQ CHAPTER \h \r 1Luncheons:

3 Course Luncheon



$  44.00 (Appetizer, main course, dessert, Tea and coffee) 

Boxed Lunch




$ 25.00 (Entrée, Side, Dessert) 





Soft drinks/per can



$4.50

Mineral Waters/per bottle


$4.50

Assorted cheeses/person


$ 6.75 

Peanuts and Deluxe Nuts

            $25.00/pound


Crudités with dip/person


$5.50  

Assorted cookies/dozen


$45.60

Domestic Beer 



$4.75

Imported beer



$6.00

House Wines




$7.25

Mixed drink - liquor



$9.00

(these are hosted bar prices, cash bar prices are slightly higher)  

There is also an additional Tennessee 15% Alcohol Tax.  

 SEQ CHAPTER \h \r 1A Revenue minimum of $500.00 per Bar, per 2-hour period, is required in order to avoid a $75.00 per Bar Service Fee.  You can order just wine and beer and have as Self-serve.  However, you will be charged per open bottle of wine (not by the glass).   
Cold hors d'oeuvres

$4.00-8.00/piece

Hot hors d'oeuvres

$4.00-10.00/per piece

 SEQ CHAPTER \h \r 1Reception Consumption:
Light consumption

2 - 6 pieces

Medium consumption

6 - 8 pieces

Heavy consumption

10 - 12 pieces

Attachment B

Audiovisual Cost

If you are planning an event or function that includes A/V equipment you need to budget very carefully and price your events appropriately.  A/V can be a very high expense that units tend to forget about when calculating their costs.  The following document details the estimated A/V cost for Nashville.  You will note that prices in Nashville are less than New York; this is thanks in part to the stricter deadlines we enforced last year.  Having the deadlines with late fees helps us all plan and prepare better.  This gives us an opportunity to negotiate better fees with our provider.  

Please take this information into careful consideration when planning and budgeting for your events.  If you have any questions please do not hesitate to ask.  

	Attachment B
	
	
	

	
	
	
	

	A/V Costs
	
	
	

	Prices are subject to Change
	
	
	

	
	
	
	Total

	Equipment:
	Price
	Labor
	Cost

	35mm brightlite slide projector package
	$35.00 
	$26.25 
	$61.25 

	Overhead projector package
	$30.00 
	$22.50 
	$52.50 

	VHS video player
	$80.00 
	$60.00 
	$140.00 

	20" TV/VCR package
	$160.00 
	$120.00 
	$280.00 

	56" projection stand
	$15.00 
	$11.25 
	$26.25 

	Flipchart w/pad & markers
	$35.00 
	$26.25 
	$61.25 

	Whiteboard w/markers & erasers
	$40.00 
	$30.00 
	$70.00 

	Audio tape recorder
	$50.00 
	$37.50 
	$87.50 

	Microphone (podium, table, floor, lavalier)
	$25.00 
	$18.75 
	$43.75 

	Wireless microphone system (handheld or Lavalier) 
	$135.00 
	$97.50 
	$227.50 

	Mixer (4 channel)
	$30.00 
	$22.50 
	$52.50 

	Mixer (8 channel)
	$75.00 
	$56.25 
	$131.25 

	Powered speaker
	$50.00 
	$37.50 
	$87.50 

	Laser pointer
	$50.00 
	$37.50 
	$87.50 

	
	
	
	

	Screens:
	
	
	

	6' Tripod screen
	$20.00 
	$15.00 
	$35.00 

	8' x 8' Fastfold screen
	$50.00 
	$37.50 
	$87.50 

	10' x 10' Fastfold screen
	$70.00 
	$52.50 
	$122.50 

	12' x 12' Fastfold screen
	$80.00 
	$60.00 
	$140.00 

	
	
	
	

	Computer Projection Systems
	
	
	

	Color LCD data video projector package
	$550.00 
	$412.50 
	$962.50 

	   (for standard meeting room)
	
	
	

	Color LCD data video projector package
	$900.00 
	$675.00 
	$1,575.00 

	   (for large auditoriums)
	
	
	

	20" MultiSync monitor
	$75.00 
	$56.25 
	$131.25 

	26" - 29" MultiSync monitor
	$125.00 
	$93.75 
	$218.75 

	32" MultiSync montior
	$200.00 
	$150.00 
	$350.00 

	
	
	
	

	
	
	
	

	Computers:
	
	
	

	Pentium computer (daily charge)
	$325.00 
	$243.75 
	$568.75 

	PowerMac computer (daily charge)
	$330.00 
	$247.50 
	$577.50 

	28.8 Baud Modem (daily charge)
	$75.00 
	$56.25 
	$131.25 

	HP Laserjet IV+printer (daily charge)
	$140.00 
	$105.00 
	$245.00 

	Phone line (daily charge)
	$250.00 
	$187.50 
	$437.50 

	Internet connection (per session charge)
	$500.00 
	$375.00 
	$875.00 

	
	
	
	


Attachment C

Nashville Information and Hotel Information
 Transportation
  15 airlines serving 92 markets fly into Nashville Airport (BNA): American, American Eagle, Air Canada, Atlantic Coast Jet, Comair, Continental, Corporate Airlines, Delta, Great Plains Airlines, Northwest, Skyway, Southwest, United Express, US Airways, US Airways Express. 

  More than 390 daily airport arrivals and departures. 

  Convergence of three interstate highways, I-40, I-24 and I-65. I-440, an inner beltway now exists, and I-840, an outer beltway between I-40 and I-24, is nearing completion.
Climate
	  Climate
	Average Temp.
	Average High Temp.
	Average Low Temp.

	Yearly
	59.2º F
	69.8º F
	48.5º F

	Spring: March-May
	58.9º F
	70.0º F
	47.7º F

	Summer: June-Aug.
	78.0º F
	88.7º F
	67.3º F

	Fall: Sept.-Nov.
	60.3º F
	71.5º F
	49.1º F

	Winter: Dec.-Feb.
	39.4º F
	49.1º F
	29.7º F


Driving & Parking Regulations

Speed limits and traffic rules are strictly enforced.  If there are no posted signs, the maximum speed is 25 miles per hour on city streets and 55 miles per hour on the freeways.  Nashville State law requires the use of seat belts in all private vehicles.  A right turn on red after stopping is permitted unless a sign indicating otherwise is posted.  Strict drunk-driving laws are enforced and anyone found driving under the influence of alcohol would be arrested.    Please contact the hotel to find out about available parking spaces.  

Gratuities
Tipping is voluntary, but usually ranges between 15% to 20% for restaurants and taxi service.  Luggage handlers are usually tipped $1 to $2 per bag.  A $1 to $2 tip is also customary for parking lot attendants.  When tipping for maid service, $1 to $2 per day or $5 to $10 per week is a good guideline.  Leave the bartender $1 per round.  .  

Important Telephone Numbers

Ambulance, Fire, Police 




              911

Directory Information


  



  411

Airports 


Nashville Airport Authority 



 (615) 275-1675
Visitor’s Bureau





(800) 657-6910
Hotel Shuttle

	Opryland Hotel
	615-889-1000
	6:00am - 11:30pm
$11 one-way

$18 round-trip


Taxis

From the airport, the meter starts at $3.00 and the rate is $1.70 per mile. There is a flat rate of $20.00 to the downtown area and the Opryland Hotel area. 

	 
	Phone

	Allied Cab
	883-2323

	Diamond Cab
	254-7596

	Kennedy Cab
	256-9602

	Nashville Cab
	242-7070

	United Cab
	228-6969

	Checker Cab
	256-7000

	Grand Old Taxi
	868-8080

	Music City Cab
	742-3030

	Rivergate/Amercian Cab
	865-4100

	Yellow Cab
	256-0101


For More Information

Nashville Convention and Visitors Bureau: http://www.nashvillecvb.org
Conference Hotels

On the following page, we have listed the hotels that SLA will be using during the Annual Conference.  Rates will be published on the website as soon as they are available.  It is very important that planners help spread the benefits of staying at the SLA headquarters hotel.  There are many benefits this year of the conference being under one roof.  Please help SLA meet its contractual obligations.  This will enable us to provide better rates in the future!  

Headquarters Hotels:

Gaylord Opryland Resort & Convention Center

Address: Gaylord Opryland Resort & Convention Center, 2800 Opryland Drive,Nashville, TN  

Phone: Individual Reservations: 1-888-777-OPRY (6779)

Hotel Operator: 615-889-1000

Fax: 615-871-7741

E-Mail: Questions or Comments: info@gaylordhotels.com

To Reach A Guest: Hotel Operator: 615-889-1000

Guest Faxes: 615-871-7741

Gaylord Opryland™ is recognized around the world for its extraordinary service, luxurious accommodations and first-class entertainment.
Under majestic, climate-controlled glass atriums, you'll be surrounded by nine acres of lush indoor gardens, winding rivers and pathways, and sparkling waterfalls where you can unwind, explore, shop, dine, and be entertained to your heart's content. Highlights include a 44-foot waterfall, laser-light and fountain shows, and tours aboard our Delta Flatboats - right inside the hotel.

While you are here, experience the legendary sounds of the Grand Ole Opry®, play at the Springhouse Golf Club®, our senior PGA site, enjoy a lunch or dinner cruise aboard the General Jackson® Showboat, or walk to the nearby outlet mall, Opry MillsSM. Explore all "Music City, USA" has to offer with our Nashville Sightseeing Tours.
Radisson Hotel at Opryland

Address: 2401 Music Valley Drive, Nashville Tennessee 37214,USA

Telephone:  (615) 889-0800

Fax: (615) 889-6328

The Radisson Hotel at Opryland, located in the heart of Gaylord Opryland, is the perfect place for southern hospitality and lively entertainment. Whether staying for business or pleasure, we offer a special place where you'll feel right at home.

Located across the street from  Gaylord Opryland (TM), just around the corner from entertainment venues like the Grand Ole Opry®, the General Jackson ® Showboat and Opry Mills.

Attachment D

 SEQ CHAPTER \h \r 1Off-Site Programs
INTRODUCTION:
1. Gaylord Destination Sales will work with all divisions to arrange educational tours.  Division planners must contact Gaylord Destination Sales directly with their tour plans. All tours must be solidified by October 15, 2003.   Please see the tour memo for more details.

Gaylord Destination Sales

2802 Opryland Drive

Nashville, TN  37214

(615) 871-6885

Stephanie Monroe

smonroe@gaylordentertainment.com
2. We do realize that there will be some SLA events planned by divisions that take place off-site.  These events will be considered off-site program activities and not tours.  In situations such as this, you will be requested to work directly with Gaylord Destination Sales to coordinate all transportation, scheduling, payments/deposits or other necessary arrangements not provided by the institution.  SLA headquarters will no longer be responsible for division event transportation payments and deposits. 

3. For off-site events that are not considered tours, SLA headquarters must receive your program data by October 15, 2003 to ensure its place in the preliminary conference program.

GUIDELINES:
4.
Co-sponsor an off-site program with another SLA Unit (Division, Committee, Caucus, Chapter). This cuts the workload and the responsibility.

5.
Keep your program "basic."  Try not to include too many activities within a given time limit.  Remember, while people enjoy off-site programs, they may wish to attend other conference activities.

6.
Contact a Division member who lives in the area and request their support in generating ideas.  Complete a Program Checklist Sheet for each program and attach copies of all appropriate correspondence.  

 7.
Division Planners must work with the designated tour company in making off-site arrangements. This insures uniformity in presenting the information to attendees, reduces your responsibility in making arrangements for transportation, automatically insures adequate insurance coverage, and reduces the amount of confusion on site during the Annual Conference.

 SEQ CHAPTER \h \r 18.
Decide if your offsite event (excluding tours) is going to be a "ticketed event.” If a ticketed event, planners must work with SLA staff to determine per-person ticket price.  If the program is not a ticketed event, the Division must be prepared to cover all costs.

9.
The Program Checklist Page must include all basic program information:

· Program location

· Program addresses(s) and phone number(s)

· Program routing information

· Program location contact

· Program departure & return times

10
The descriptive paragraph must contain the following:

· Description of program

· Information as to what costs will be covered;




- transportation (walk, public transport, bus charter)




- lunch




- admission charges

· Information as to what attendee will have to pay;




- lunch




- admission charges

· Address of facility or location of program

· Departure points 
.

Attachment E

How to Get Sponsors
 1.
It's tough finding sponsors in the best of times, tougher still in today’s competitive market. To get sponsors in today's market, planners need to be as creative and aggressive as possible.  Don't make the mistake of seeking sponsorship for only meal functions.  In fact, every expense item of a convention presents possibilities, from speaker fees and audiovisual services to registration packets, transportation to hospitality suites.

 2.
Of course, the sponsor will expect exposure in return, and it is up to the organizers to determine how much exposure is appropriate and fair.  The following are tips on how to get sponsors and keep them happy:

 3.
Start soliciting early.  Get names of prospects from volunteers, publication circulation lists, exhibitor lists, etc.  But remember, SLA does require that "Official" event sponsors be exhibitors.  Work with committees and chapters to get people involved soliciting at the grass-roots level.  A common ploy is to get volunteers with buying power to help rope in companies with whom they have clout. Another strategy is to visit the exhibit hall during conference and talk with corporate representatives.  This can be an invaluable aid to securing new sponsors.

 4. 
Before approaching sponsors, find out when their corporate budgets are finalized.  There's no sense in making an appeal after the ledgers are shut.  

 5. 
Once you've zeroed in on your prospects, send proposal letters, giving a deadline for a response.  The mailing should provide a profile of your attendees and outline opportunities for exposure.  It also should include a complete corporate sponsorship menu detailing the activities and events available and their cost.  Include items in a variety of price ranges.

 6.
If you don't hear back, follow up with phone calls.  Selling a big-ticket item may entail a personal visit.  In either case, do your homework about the company in order to make a polished presentation.  Shape your proposal to suit the sponsor's needs, not the other way around.  Always try to match the sponsor with an event that is appropriate to it.  Be persistent but not a nuisance.  Remember, you are not begging for charity; you are offering the prospective sponsor an investment opportunity, to reach their market personally and directly.

 7.
Be creative.  If a company selects an item that's already spoken for, suggest another.  Offer alternatives:  If a company is reluctant to provide the sponsorship in dollars, suggest participation through in-kind services.  If you can't get one sponsor to foot the bill for a big-ticket item, set up a share situation where cosponsors split the cost, but make sure that all co-sponsors explicitly approve each other.  Bring together only non-competitors.

 8.
Avoid the catastrophe of having a sponsor pay for an event where staff from a close competitor is a speaker or on the panel.  Be very aware that competition among our corporate partners is fierce.  This is a win/win situation for SLA most of the time, but can backfire if corporate rivals are inadvertently scheduled to participate in the same event.  Fundraisers and program planners must stay in close communication to avoid this situation, or risk loss of future sponsorship revenue.

 9.
Expect sponsors to cancel or reduce contributions during a corporate reorganization or  a recession.  If a company bows out, let it happen gracefully.  Send a thank-you note and tell the sponsor you hope you can work together in the future.

 10.
Maintain a tickler file with names of substitutes should a prospect fall through.  Whether in a recession or in better times, you should always be cultivating new prospects, keeping a few on the back burner - just in case.

11. 
When a prospect agrees to a sponsorship, send a confirmation letter thanking the party and outlining the rights and responsibilities on both sides.  The letter can include the amount the sponsor has agreed to pay and the payment schedule; parameters of exposure; exclusivity arrangements; terms should the event be canceled; and the understanding that the planner keeps complete control over the sponsored events.

12.
During the convention, treat your sponsors right.  Offer VIP registration, head-table seating, free attendance at the event, etc.

13. 
After the event, send a thank-you letter that documents how the association fulfilled its end of the bargain.  Suggest participation at the following year's convention.  Or you can be even bolder:  Approach the sponsor in person at the end of a successful event and snag a future commitment.

14.
What type of exposure should you give in return for sponsorship dollars?  Banners, and signs are common.  Other ideas are:

1. Ballyhoo the sponsors in pre-convention literature, the convention meeting and the post-convention newsletter.

2. Take pictures and use them in a thank-you note.

3. Invite the sponsors to bring in additional reps to rub elbows with attendees

at social events  - but do put a limit on it.

4. Allow sponsors to make a few remarks at the mike.  Also effective is a public thank-you from your Chair.

Financial Considerations for Program Planning
A very important part of planning your program(s) is the financial impact that it will have on your Chapter or Division’s treasury.  In the past some Chapters and Divisions have failed to consider and/or plan for the financial implications of their events which has caused extreme financial hardship for these units.

To avoid this happening to your Chapter or Division, it is critical that you make a budget for your program(s).  The budget should include 1) all projected income (ticket sales, sponsorships, etc.); 

2) all projected expenses; and 3) the projected income or loss of the event(s).  

It is very important that you, as program planner, are in close contact with your Treasurer throughout the planning process so that the Treasurer is aware of the financial impact your program(s) will have.  It is especially important to keep the Treasurer abreast of any significant deviations from your budget that may arise.  The Association’s Relations Policy also has an impact on your planning process. 

This policy can be found at  http://www.sla.org/assoc/policies/03‑89.html.  The specific portion of the policy, which effects your planning, is as follows:

Any contract, agreement, or obligation entered into by an Association unit which involves liability in excess of $5,000 must be reviewed and signed by the Executive Director; any which exceeds the unit's available or budgeted funds requires advance approval by the Association's Board of Directors.

Please keep these limitations in mind when contracting with outside vendors or committing your Chapter or Division to expenditures.  

Also keep in mind that deposits will be required by May 1, 2004.  

Special Libraries Association

Budgeting for Successful Programming
The key to having a successful program, in terms of budgeting, is planning.  Nowhere is the old adage, “failing to plan is planning to fail” more true than in developing a program.  There are several factors that must be considered in planning a successful program that are discussed below.

What type of event are you having and what needs does this event have?  Planning for a luncheon is different than planning for a meeting where you might have A/V needs, meeting space costs, etc.

Have you worked with the Treasurer to ensure that all events are in the unit’s budget?  There have been several situations where units have gotten into financial hardship, literally wiping out their entire treasury because they have not budgeted appropriately for their programs.  The treasurers in these situations were not aware of the funds committed until they received the bills that were for more money than they had available to pay them.  These situations could all have been avoided if 1) there was a budget for the unit and 2) the program planners where a part of this budgeting process.  Don’t forget that there may be deposits required or up-front costs associated with an event that needs to be planned for to ensure that there is the cash available to pay for these items.

Have you included all costs associated with the event in your budget?  All to often, headquarters staff hear that a planner did not know that a particular item was going to cost so much.  All program planners are sent a packet that includes cost estimates for Food & Beverage and Audio Visual Equipment.  What is detailed out in these packets, but often overlooked are the additional charges associated with these items.  On meal functions any taxes and gratuity charges (which are usually a percentage of the price) are often omitted in the planning process.  With the A/V costs it is the labor costs, which are often overlooked.  These costs are often as much as 75% of the cost of the equipment and go even higher in union towns.

Have you priced your event appropriately?  This is the number one cause of financially unsuccessful programs.  Until you know all the costs associated with your event, you cannot set the price.  Many times the price is set without knowledge of, or regard for the costs involved.  This is a recipe for a budgetary disaster.  A good rule of thumb is that the price of your event needs to cover all the costs of the event plus any profit margin desired.  There is a misconception among many of the membership that because we are not-for-profit, we cannot make a profit on any event.  This is incorrect.  Not-for-profit is a tax status, not a mission statement.  Any organization that does not make a profit will cease to exist.

What is your break-even point?  Your break-even point is the number of registrants you need to cover all your costs.  This is determined by dividing the total costs of the program by the registration fee.  If registrations for your program are not at or above your break-even point, you may want to consider canceling the program.  In making this decision, you will want to see if there are any cancellation fees associated with the room space and or meal function.  If the cancellation fees are more than what you are going to loose on the program, then it wiser to go ahead with the program.

Special Libraries Association

Leadership Development Institute
Sample Meal Function Budget
Annual Networking Luncheon

Income:

Registration Fees (40 Attendees x $40*)


$1,600
Total Income







$1,600
Expense:

Room Rental (may be an issue outside of conference)



$       0

Meal Cost (40 attendees x $30)



$1,200

State Tax (8% of meal cost)







$     96

Service Charge (20% of Meal Cost)



$   240
Total Expense







$1,536
Net Income(loss)







$     64
* The total cost of the event was $1,536 or $38.40/person assuming 40 people.  The price was set slightly above this to cover any last minute cancellations.  In most cases, you are required to give a guarantee for any meal function.  This means you can go over the number of people guaranteed, but should you have fewer people you still have to pay for the number you guaranteed.

Special Libraries Association

Leadership Development Institute
Sample CE Course w/out Lunch Budget
Knowledge Management 101 (½ day course–no lunch)

Income:

Registration Fees (50 Attendees x $65*)


$3,250
Total Income






$3,250
Expense:

Room Rental (may be an issue outside of conference)


$       0

Speaker Fee






$1,000

Speaker Travel Costs






$   400

A/V Costs:

37" MultiSync Monitor




$   550

Pentium Computer




$   325

Wireless Microphone System


130.00


$1,005

Labor/Set Up Costs (2/3 of total A/V)


$  753.75
Total Expense







$3,079
Net Income(loss)






$   171
Break Even Point = 48 registrants ($3,079/$65)

* The program was priced to cover all costs and produce a 5% profit, which can be used to fund strategic priorities of the Unit.

Special Libraries Association

Leadership Development Institute
Sample CE Course w/Lunch Budget
Information Handling 200 (Full Day Course includes lunch)

Income:

Registration Fees (50 Attendees x $105*)


$5,250
Total Income







$5,250
Expense:

Room Rental (may be an issue outside of conference)
$       0

Speaker Fee






$1,000

Speaker Travel Costs





$   400

A/V Costs:

37" MultiSync Monitor

$   550

Pentium Computer


$   325

Wireless Microphone System

$   130

$1,005

Labor/Set Up Costs (2/3 of total A/V)


$   674

Meal Costs:

Meal Costs (50 attendees x $30)
$1,500

Tax (8% of Meal Cost)

$   120

Gratuity (20% of Meal Cost)

$   300

$1,920

Total Expense







$4,999
Net Income(loss)






$   251
Break Even Point = 48 registrants ($4,999/$105)

* The program was priced to cover all costs and produce a 5% profit, which can be used to fund strategic priorities of the Unit.
Special Libraries Association

Leadership Development Institute
Sample Cancel Decision
Information Handling 200 (Full Day Course includes lunch)

Income:

Registration Fees (37 Attendees x $105*)


$3,885
Total Income







$3,885
Expense:

Room Rental (may be an issue outside of conference)
$       0

Speaker Fee






$1,000

Speaker Travel Costs





$   400

A/V Costs:

37" MultiSync Monitor

$   550.00

Pentium Computer


$   325.00

Wireless Microphone System

$   130.00
$1,005

Labor/Set Up Costs (2/3 of total A/V)


$   674

Meal Costs:

Meal Costs (37 attendees x $30)
$1,110

Tax (8% of Meal Cost)

$     89

Gratuity (20% of Meal Cost)

$   222

$1,421

Total Expense







$4,500
Net Income(loss)






$ (615)
Should This event be cancelled?  The answer to this question is maybe.  Lets look a some different scenarios:

1. If there are no cancellation fees due to any party, then it would be cheaper to cancel this event than to move forward.  You would save $615 by canceling.

2. Lets assume that the speaker has already booked a $375 non-refundable airline ticket and you are going to have to reimburse him/her for these costs if you cancel the program.  Assuming no other cancellation fees, it would still be cheaper to cancel the program than to move forward because you would loose only $375 as opposed to $615 if you went forward.  You would save $240 by canceling.

3. Lets now assume that you would have to pay a $500 cancellation fee to the hotel for the meal function and you would loose the 50% deposit of $503 that you have already put down on the A/V equipment.  In this case, it would be wiser to move forward with the program because you will loose only the $615 from the program as opposed to the $1,003 in cancellation fees and lost deposits.  You would loose $388 by canceling.
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	Division Conference Attendance Figures
	
	
	
	
	
	

	For Years 1998 - 2002
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Division
	1998
	1999
	2000
	2001
	2002
	2003

	A&M
	112
	128
	136
	68
	65
	114

	BIO
	121
	171
	158
	149
	129
	180

	B&F
	699
	800
	899
	629
	557
	786

	CHE
	90
	136
	141
	100
	101
	100

	COM
	36
	77
	59
	42
	N/A
	

	EDU
	27
	41
	48
	39
	49
	52

	ENG
	113
	170
	165
	129
	119
	112

	ERM
	54
	112
	115
	98
	86
	89

	FAN
	46
	125
	108
	80
	69
	65

	G&M
	21
	37
	43
	33
	27
	29

	ITE
	206
	500
	550
	397
	389
	459

	IEB
	32
	120
	131
	90
	72
	110

	LEG
	65
	168
	226
	202
	201
	279

	LMD
	111
	521
	552
	414
	395
	466

	MRM
	11
	28
	32
	24
	20
	21

	MIL
	23
	52
	68
	60
	55
	60

	MAH
	33
	105
	81
	64
	67
	94

	NWS
	135
	243
	258
	163
	142
	241

	PER
	25
	53
	61
	56
	36
	42

	PHM
	76
	186
	246
	185
	157
	211

	PAM
	51
	104
	119
	101
	97
	108

	S-T
	55
	241
	262
	215
	164
	203

	SOC
	26
	88
	109
	73
	56
	118

	SOLO
	46
	282
	283
	222
	170
	223

	TRN
	N/A
	63
	54
	52
	50
	57

	No Div Affiliation
	72
	91
	119
	100
	127
	190

	
	
	
	
	
	
	

	Total Division Attendance
	2286
	4642
	5023
	3785
	3400
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	ChapterConference Attendance Figures
	
	
	
	
	
	

	For Years 1998 - 2002
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Chapter
	1998
	1999
	2000
	2001
	2002
	2003

	ARABIAN GULF
	N/A
	3
	2
	1
	0
	2

	AL
	11
	15
	14
	6
	6
	7

	ASIAN CHAPTER
	N/A
	N/A
	N/A
	N/A
	N/A
	7

	AZ
	20
	20
	19
	20
	18
	8

	BOSTON
	120
	128
	147
	108
	96
	147

	CINCINNATI
	57
	38
	28
	23
	19
	22

	CLEVELAND
	52
	46
	35
	31
	25
	30

	CENTRAL PA
	16
	15
	32
	16
	10
	17

	CENTRAL OH
	51
	41
	39
	26
	17
	23

	CT VALLEY
	34
	23
	30
	25
	14
	38

	E CANADA
	36
	39
	31
	37
	25
	36

	EUROPEAN
	41
	57
	48
	31
	34
	44

	FAIRFIELD COUNTY
	24
	29
	30
	22
	12
	47

	FL & CARIBBEAN
	52
	50
	59
	42
	31
	48

	GA
	44
	59
	48
	49
	34
	42

	HUDSON VALLEY
	14
	16
	20
	14
	11
	41

	HI-PACIFIC
	11
	11
	14
	9
	12
	13

	HEART OF AMERICA
	26
	18
	18
	16
	11
	12

	IL
	206
	210
	162
	129
	126
	134

	IN
	80
	28
	31
	32
	27
	27

	KY
	26
	25
	18
	16
	12
	11

	LA/S MS
	14
	14
	15
	14
	10
	5

	LONG ISLAND
	13
	9
	19
	7
	6
	25

	MD
	22
	42
	58
	29
	18
	31

	MID-MO
	2
	3
	4
	3
	3
	N/A

	MID-SOUTH
	14
	10
	9
	5
	3
	6

	MI
	7
	58
	54
	39
	33
	31

	MN
	46
	206
	42
	40
	29
	32

	NC
	54
	64
	65
	51
	40
	53

	NJ
	67
	64
	139
	63
	47
	124

	NY
	205
	217
	312
	174
	151
	564

	OK
	16
	10
	19
	18
	9
	9

	OMAHA AREA
	7
	7
	5
	3
	4
	1

	OR
	8
	15
	17
	11
	14
	8

	PHILADELPHIA
	58
	78
	224
	61
	48
	92

	PITTSBURGH
	24
	26
	42
	20
	24
	27

	PACIFIC NW
	39
	53
	58
	44
	57
	41

	PRINCENTON-TRENTON
	39
	43
	74
	38
	27
	63

	RI
	12
	10
	13
	9
	11
	12

	RIO GRANDE
	12
	21
	16
	17
	14
	10

	ROCKY MTN
	37
	34
	33
	34
	27
	31

	S APPALACHIAN
	13
	12
	8
	12
	6
	13

	SC
	17
	22
	21
	18
	8
	13

	S CA
	64
	75
	63
	62
	216
	51

	SAN FRANCISCO
	79
	89
	97
	77
	101
	78

	SAN ANDREAS
	52
	62
	49
	49
	70
	39

	SAN DIEGO
	23
	30
	23
	23
	44
	23

	SIERRA NV
	12
	10
	12
	10
	21
	8

	ST LOUIS
	30
	28
	28
	23
	20
	23

	SUB SAHARAN AFRICA
	N/A
	N/A
	N/A
	N/A
	2
	6

	TORONTO
	80
	76
	81
	71
	46
	67

	TX
	104
	94
	100
	157
	70
	65

	UPSTATE NY
	24
	35
	38
	29
	18
	40

	VA
	36
	42
	45
	40
	20
	32

	W CANADA
	36
	31
	25
	33
	32
	30

	WASHINGTON DC
	278
	194
	221
	209
	220
	271

	WI
	42
	21
	62
	39
	28
	18

	W MI
	16
	21
	20
	13
	8
	10

	No Chap Affiliation
	82
	56
	60
	65
	76
	130

	
	
	
	
	
	
	

	
	2605
	2753
	2996
	2263
	2121
	

	
	
	
	
	
	
	


Program Checklist Procedures 

AC 2004, Nashville, TN 

Please note the following when filling out your Checklist:

Audio Visual

1. When requesting a standing or table lectern, make sure to also order a microphone separately. These items are separate pieces of equipment.

2. If more than two microphones of any kind are ordered for one session, a mixer board will automatically be ordered and then charged to that session.

3.  When ordering an Overhead projector, it is suggested that you order a lavaliere microphone (microphone with a lapel clip) instead of a table/standing microphone.

4.  For large sessions, be aware of the equipment you are choosing.  Sessions that hold over 500+ people will need stronger equipment than an overhead projector.  Another piece of equipment, such as a video projector, will be ordered for you instead if deemed appropriate.

5.  Screens will be ordered for all projection equipment.  Please note that this will be a separate charge.

Program Setup

1.  All session rooms will be set to theater-style seating with one head table and four chairs.  All evening networking events will be set reception style and all meal functions will be set in rounds.  Exceptions must be communicated in writing.  Headquarters staff does reserve the right to have a different set-up.  Sometimes due to room turnover and time available, the room set can not be adjusted.  
Division Abbreviations

When filling out your program checklist, please make sure to use the correct acronym for each division.  They are as follows:

DAM - Advertising & Marketing

DBF - Business & Finance

DBIO - Biomedical & Life Sciences

DCHE - Chemistry

DCOM - Communications

DEDU - Education

DENG - Engineering

DERM - Environment & Resource Management

DFAN - Food, Agriculture & Nutrition

DGM - Geography & Map

DIEB - Insurance & Employee Benefits

DITE - Information Technology

DLEG - Legal

DLMD - Library Management

DMAH - Museums, Arts & Humanities

DMIL - Military Librarians

DMRM - Materials Research & Manufacturing

DNWS - News

DPAM - Physics-Astronomy-Mathematics

DPER - Petroleum & Energy Resources

DPHM - Pharmaceutical & Health Technology

DSOC - Social Science

DSOL - Solo Librarians

DST - Science Technology

DTRN - Transportation

Estimated Attendance

Filling out estimated attendance is very important.  This helps us determine the correct size of room to assign you to, if it is available.  Think about your topic, your speakers and attendance from previous years.  Also look at what other sessions are happening during that time.  An accurate attendance helps cut cost.  
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