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Mode Event Planniﬁg and Management
2.2 EVENT FACILITIES AND TECHNICAL

PREPARATION COORDINATION cont.



4. Monitor event facilities and technical equipment set up

‘ Event technical equipment specification /
Event non-technical equipment
specification

‘ Quality of work performance IfFERIEE



what a product or proje

In a tech spec, show your client and tean g

you're solving, the goals or requirements for your project or
product, and how you plan to achieve this. A tech spec directs the
work to be accomplished, and you'll typically rewrite it as your
project progresses.



THE JAMES B. HENRY

CENTER FOR

Event Specification Guide

EXECUTIVE Planning your event at the Henry Canter? Here is & guide fo make sure
DEVELOPMENT our staff can help you make every detail of your event meet your needs.

CONTACT INFORMATION

Planning
Contact Mame:

Tithe:

Phone:

Fau:

E-mail:

Ewent Mame:

On-site

AUDIOVISUAL REQUIREMENTS
Type of Audsowisual Equipment

Type of Audicwisual Equipment

Tithe:

Phone:

Fax:

E-mail:

Organization
MName:

MEETING INFORMATION
Event Datefs):

Start Time: End Time:
Room Setup By:

Mumber of
Attendess:

MNumber of Breakout
Rooms:

ROOM SETUP

Classroom

Theater

U-Shape
Conference/Board
Crescent Rounds of
Hollow Square
Solid Square
Banguet,/Rounds

Reception
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mm

Hot Breakfast Buffiet

Continuous AM Break Service
(700 am. to 1100 a.m.)

Lunch Buffet
(11-30am fo 1:30p.m.)

{100 pm. to £:30pam )
Dinner Buffet
al Oi
Requests:

(W]

O

O

O Continwous PM Break Service
0

Spe

Address of
Organizathon:

Hotel Requirements:  ¥es | ] No [
Arrhaal Date:

Departure Date:

Mumber of Studio Sultes:

Number of One Bedrooms:

rown Do O feoon O e O

Fined Seating:
= 2 Large Tiered Amphitheaters (100 people each]
= 2 Small-Tiered Classrooms (42 people each)
= 1 Baardroom (16 people)
= 1 Conference Room (10 people)

Flexible Roorms:
» B10D6 & B107 [45-52 people wall cloted) 128 people wall open)
» 16 Breskout Anoms,8 Double Breskouts [16-12 people)
» 4 Breakout Roomsy2 Double Breakouty/] Quad Room (45 people a4 Quad)

For banquets or other fiot fioor locotions, please contoct owr stoff about
oltermative options.

00D & BEVERAGE REQUIREMENTS

The Henry Center s proud to werve 4 wids varisty of mesls snd refreshrmerts
which are offered all day continuously and in plentiful guantities. Bresk service
is served in specific sreas araund the fsciity in chose praximity 1o meeting
rocems. Meal service is affered a3 & buffet held in the Atrium, an elegant dining
room with reserved seating.

Pleate contoct your event maneger to plan o ¢ ized menw for pr
meols ond receptions.

ProjectorfScreen

AV Presentation Cart |with power)
Laptop

Internet Access

Document Camera
™

VCR Player
OwD Mayer

Flip Chart
Regular Paper
#dhesive Paper
whiteboard

o000 0 000 oood

If you &re using A163, A170, B11%, B120, B106 or B107, pleais note that your room comes standard with 8 Tech Cart providing & built-in
computer, guest lptop connettion, DVDYWHS player, wirsless lapel snd handheld microphoned, Ethermet connedions snd conference phons.

Easel
Extension Cord

Power Strip

4" x & Section of Riser
{525/ection fo reat through Umiversiy Clubj
Standing Lectern with Amplification
Wireless Handheld Microphone

Oy ovaiiable in rooms willh fouse sound system)

Wireless Lapel Microphone

Oy avodabie in FOGMS Wil Souse sound system)
Corded Microphone

Oy ovaiiable in rooms willh fouse sound system)
Conference Phone

Other:

Other:

Other:

OOoo0 0000 I:II:IE]EI”

Rooms with howse sound system indude A169, A170, A159 [Four Sexsors Lounge), A150 [Atrium], B119, B120, B106 and B107.

MISCELLANEOUS

Registration Table
Materials Table

Wendor Table

Items to be shipped to the Henry
Center before event:

Items to be shipped from the
Henry Center after event:




Look at the facilities at your venue
* Toilet provision

* Waste & Recycling facilities

* Electricity supply

» Water supply

* Fencing required

* Parking facilities

e Public transport



Quality of work performance




Quality of work performance
Intrigued (11 /i1 7%7)?
Learn the top 10 skills an event manager

should have:

1. People skills
a 2. Flexibility
,|~ j ﬁ 3. Organization
46 [l 4. Listening skills
“b 5

Passion

Presenter




Quality of work performance
Intrigued (1 1-77)?

Learn the top 10 skills an event manager

should have:

6. Clear communication
7. Unflappability (¢ F
8. Problem-solving skills
¥ 9. Decisiveness( % H)
10.Knowledge

Presenter




