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A. General:


Below is an outline of the facility requirements at the convention center.  Requirements may change each year, therefore, this information is provided as guidelines only.  Final requirements will be determined annually and coordinated by the Facilities representative at NGAUS and the Host State.  All meetings and conference related events will be held at the convention center unless determined otherwise by the NGAUS Conference Coordinator.

B. Registration

1. NGAUS desires to have the registration process located in the lobby of the convention center, whenever feasible.  The NGAUS Decorator will drape off separate areas for state and exhibitor registration.  The NGAUS Decorator will provide ten registration workstations, signs, and tables.

2. Host state will need to provide the following in support of registration:

a. Equipment:

i. Server with Windows 2007 or greater 
ii. Office Suite 2007 or greater
iii.  Ten (10) computers 
iv. Desktops or laptops S

v. Security cable and locked to tables 
vi. Windows XP Professional 
vii. Office Suite 2007 or greater  

viii. The server and workstations need to be networked into the dedicated registration LAN.  This LAN must not be connected to any other LAN within the building or to the RCAS network
1. A 24 port 10/100 Ethernet switch

2. Ten laser printers - LaserJet HP 2100 or equivalent

3. Five Shredders

b. Supplies:

i. A case of copier paper

1. Staplers 
2. Paper trays 
3. Pens 
4. Paper clips 
5. Scissors for each station

ii. Badge Stock:  
1. The weight of the paper and perforations of the badge stock are very important.  
2. Sample sheets from prior year’s conferences will be provided. 
3.  Badge stock should be ordered in the following colors and quantities:

a. White - Delegates - 4,000

b. Blue - Exhibitors - 2,500

c. Green - Distinguished Guests - 500

d. Pink - Exhibit Hall Only Workers - 1,500

e. Gold - Staff – 500
f. Yellow – Official Guest - 100
iii. The server and a sample of the badge stock will need to be available at the June pre-con meeting when the registration software is installed and training is conducted. 
1. The actual computers to be used at the conference will not need to be available for the training
2. Each person at this training session should have a workstation to use.



See Appendix10 Sample Badges
C. CREDENTIALS AND RULES 

1.
Credentials and rules will be collocated with state registration.  
2.
The NGAUS decorator will pipe and drape this work area when the state registration area is set-up.  There will be an opening between the state registration area and the Credentials and Rules area.
2.
The NGAUS decorator will provide two tables and chairs
3.
Electrical connection for two (2) computers and one printer



4.
Internet connection – connected to registration network

D. HOST STATE FINANCE 
A draped off area will be collocated with the registration and credential and rules area will be provided by the NGAUS decorator.  This area will be used to process state and exhibitor registration payments.  Computer, printer and credit card processing requirements and supplies will determined by the host state.
E. RESOLUTIONS

1.
A separate diagram is provided that details room set-up
2.
Classroom-style seating for 10

3. Room must have capability to divide into two separate rooms of 54 with short notice

4. Theater-style seating in back of room for 40-50

5. Podium with microphone, 4 tables with chairs in front of room

6. Twelve side tables with chairs 

7. Tables in back for food service

8. Microphones as indicated in diagram

9. Two Sergeant -at-Arms
F. RESOLUTIONS SUPPORT OFFICE

1.
This office must be co-located or in close proximity to the Resolutions session  
2.
The Host State will provide two laptop computers, NGAUS staff will provide a minimum of two (2) laptop computers 
3.
The Host State will provide one (1) high speed laser printer with networking capabilities
4.
The Convention Center will provide four (4) Rectangular tables and at least eight (8) chairs


5.
The contracted audiovisual or IT team will provide a network drop 



6.
The Host State will provide hubs or switches and connect four – five laptops to the network and to the network printer
G. AIR SEPARATE SESSION

1.
A separate diagram is provided that details room set-up



2.
Theater-style seating for 700 persons



3.
One or two large screens, depending on size of room



4.
Projector, laptop


5.
Two lavaliere microphones



6.
Stage with podium and microphones



7.
Sergeant-at-arms/announcer stand in back with podium and microphone



8.
Three tables on podium for awards


9.
Standing microphones in the aisles

H. NGB


NGB staff will determine NGB Requirements annually.
a. NGAUS BUSINESS OFFICE

1. Three laptop computers 

2. One high speed network laser printer

3. One fax machine
4. One copy machine
5. One restricted telephone line with the ability to make long distance calls with a telephone calling card.
6. One unrestricted telephone line for the fax machine

7. One TV monitor to view Business Sessions

8. Seven (7) tables and numerous chairs - determined by room size
b.
NGB MEETING SPACE


1.
Conference table


2.
8 chairs

     3. 
Other items as determined by NGB for specific meetings
I. AWARDS STORAGE ROOM

1. Room collocated with the Business session for award storage

2. Room must be rekeyed and three keys provided to NGAUS staff

3. One table

J. EXHIBIT MANAGERS OFFICE


Microphone and system that has capability to make announcements in the exhibit halls

K. HOST STATE OPERATIONS CENTER (minimum required, but actual determined by Host State)
1. Computers

2. Printers

3. Fax

4. Xerox to support general operations and resolutions printing

5. Phones

6. TV Monitor

7. Easels, butcher paper, markers

8. Fifty six mail boxes (one for each state/territory, NGAUS and NGB

9. Computer tables and chairs

10. Work tables and chairs

11. Food tables

L. DISTINGUISHED GUEST LOUNGE

1. Phone
2. TV monitor

3. Sofa and chairs

4. Food tables

5. Work table and chairs for staff

M. BUSINESS SESSION

1. Theater-style seating for 4000

2. Two-four screens w/ video projection

3. Spotlight

4. Raised platform with a podium, microphone, light (Dimensions are 20’ x 72” x 48” (high))

5. Flashing phone

6. Power point capability

7. All sessions video-taped in VHS

8. Steno table in front of platform with line into sound and electric plug

9. Standing microphones in aisles

10. Wireless microphone

11. Monitor on stage
N. STATES DINNER

1. 2-tiered platform with podium and microphone

2. Dinner stage is 28’ x 72’ x 48” overall

3. Back tier is 20’ x 72’ x 48”

4. Front tier is 8’ x 72’ x 36”

5. Two to four screens

6. Band and announcer’s podiums w/ microphones

7. Seating for band

8. Walkway along the front of the platform

9. Seating for 2500-2800 at rounds of 10
O. ARMY BREAKOUT SESSION

1. Will be held in same hall as the business sessions

2. Extra table on podium for awards

3. Lavaliere microphone
P. NGAUS BOOTH

1. Will be designed and set up by the NGAUS decorator

2. One to two computers supplied by NGAUS when applicable
3. Internet connectivity when applicable
Q. CLASSROOM STYLE ROOMS
At least four rooms need to be set up classroom style with a podium with microphone, two head tables, and standing microphones in the aisles and have PowerPoint capability.  Other supplies or requirements will be determined annually.  These rooms will be used on various days to house the following events:
i. Industry Workshop 




200 participants
ii. Professional Development Seminars

150 participants
R. FOOD FUNCTIONS

1.
At least four (4) rooms need to be dedicated as food function rooms.  

2.
Round tables that seat 8 – 10 per table.  

3.
These rooms will be used on varying days for:

a. NGEDA Breakfast



100 participants

b. AGAUS Working Luncheon

60 participants

c. Company Grade Luncheon

250 participants

d. Warrant Officers Luncheon/Caucus
150 participants

e. Retiree Luncheon/Caucus


250 participants

f. Exhibitor Reception



400 participants

S. THEATER STYLE SEATING ROOMS



1.
At least seven rooms need to be set up theater style with a podium with microphone, two head tables, and standing microphones in the aisles and have PowerPoint capability. 


2.
Other supplies or requirements will be determined annually.  


3.
These rooms will be used on various days to house the following events:

a. Nominations Committee


100 participants

b. Six Area Meetings and Caucuses

100 participants

c. Task Force Meetings



5-25 participants

d. Membership Breakout


100 participants

Note: The enclosed Annex B Tabs 1 & 2 give a better-detailed description of needs and room setups by day.
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