SRC CONFERENCE 2011: 
Meeting with Maureen Cartier of Conference & Event Services (CAES)

ROOMS:

· Poster Easels:  up to 100 may be available; Maureen will check on the number and get back to Andi
· CAES will set up the screen, music and stage in the main ballroom as last year
· Pointers will be supplied for each Presentation room
· Name tags:  Keri will send a spreadsheet of the names to CAES 

· Handout materials:  Andi will produce these and bring them to the conference

· Poster tags (new!):  Keri will send a spreadsheet of student name + advisor name to CAES

· 5 Tables with black spandex covering (no charge) will be provided in lobby by CAES 

· Signage and balloons (extra charge) will be provided by CAES


NOTE:  We discussed whether to give out certificates of attendance, which we didn't do last year.  Maureen let us know that, in previous years, distributing these slowed down the registration process.  Andi, Ann and I don't think certificates are necessary.


FOOD:

· Coffee/tea all day in main ballroom and in hallway of Presentation rooms
· Water station in main ballroom

· Water supplied in each Presentation room

· Snacks all day, beginning at 8am -- 1 savory and 1 sweet -- in both the main Poster room and each Presentation room *
· Lunch buffet for SRC workers in one of the worker rooms, Noon - 1:00 pm


* We discussed this and thought it would make the presentations more welcoming and encourage people to stay after the current presentation and perhaps to attend the next one. 
