ANNEX B TAB 2

 SAMPLE Convention Center Room Setups - Generic

Three Days Before Conference

	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment 


	Brede

	Exhibit Hall
	NGAUS Booth

Set-up
	Computer (NGAUS laptop will be used)
	Internet access required
	Responsible for booth production and set-up

POC: Hazell Booker

	Main Lobby (just outside of Kamehameha III)
	Registration LAN set-up

1000-1500

Registration Training

1500-1600
NGAUS and HI Guard Shared Exp
	See Tab B of SOP for further info and computer requirements

	Computers & related equipment provided by Dell
	Registration Counters will be set up before 1000, work tables, signs, chairs, etc all Brede responsibility.
Brede to arrange electrical service in the lobby area

	Main Lobby (outside of Kamehameha I)
	Internet café
HI Guard Exp
	Electrical outlets to support operations
	Need wireless connectivity.  
	Set up on 13-14 Sept.  

Brede to set up 

	Main Lobby

Sign required
	Credentials and Rules set up
NGAUS Exp
	Electrical outlet
	
	Pipe and Drape, 2 tables and 6 chairs 
Brede to arrange electrical service in the lobby area

	Main Lobby

Sign required
	Finance set up
HI Guard Exp
	Host state to determine requirements
	Need internet access for credit card processing
	Pipe and Drape, 2 tables and 6 chairs
Brede to arrange electrical service in the lobby area

	Kamehameha I & II
	Exhibit Set-Up/Move-In by Brede

 0800-2200

All expenses associated with the exhibits are NGAUS expenses
	
	
	Total Responsibility
Exhibitors may move in as directed by Brede 



	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	Show office above Exhibit Hall I - SM1 - (#274)
Sign required
	EPP show office set-up
NGAUS exp
	Electrical outlet
	Portable microphone/paging system to make announcements in exhibit hall
	Furnish room set-up

	Show office above Exhibit Hall II – SM2

	NGAUS Awds Storage room
NGAUS exp


	Locks re-keyed and three keys issued to NGAUS

Two tables
	
	


	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	Main Lobby (just outside of Kamehameha III)
	Registration

0800-1800
	
	
	

	Main Lobby (outside of Kamehameha I)
	Internet cafe
	
	
	

	Main Lobby
	Credentials and Rules

0800-1800
	
	
	

	Main Lobby
	Finance

0800-1800
	
	
	

	Kamehameha I & II
	Exhibit Move-In

0800-1630
	
	
	Total Responsibility

	Kamehameha III
Kamehameha III (con’t)
	Business Sessions, Set-up 
All expenses associated with the business session are the responsibility of the HI Guard 

Business Session (Con’t)

All expenses associated with the business session are the responsibility of the Hawaii Guard
	3000  Theater Seating should be in sections 13 rows w/13 seats across 
Stage 20’ x 72 x’ 48” 

Raised Sergeant at Arms Podium at the back of the room –  left of center aisle 8’x8’x24”

30 Chairs for Band right of center aisle

Center isle must be 10’ in width.  

Steno Table in front of platform w/ line into sound and electric plug

Set up state flags on business session stage - three host state representatives needed to assist NGAUS staff with this task – Estimated start time 1300 – NGAUS provides flags
See Tab B of SOP for additional guidance and requirement
	Stage podium w/mic & light

2 stage monitors

2 wireless mic stands in aisles

Two Large Screens, IMAG, AV personnel (need Powerpoint, DVD, VHS & PC projection capabilities
VHS or DVD recording of General Sessions for NGAUS

Spotlight following entrances of keynote 

Speakers

Monitor in front or on dais

Need internet access and ability to display internet images on the screens

Recommend we contract laptops and projectors from vendor.  Vendor should cover in the event equipment malfunctions.  Hioki will coordinate Internet service.
	Stage set-up assistance

Tech riser should be half the size of 48s currently installed.

Brede will deliver flags for 
All Tables will be covered free of charge
Lighting and rigging

Drape and Aisle Carpet


	Show office above Exhibit Hall I - SM1
	EPP show office 
	
	
	

	Show office above Exhibit Hall II – SM2


	NGAUS Awds Storage room
	
	
	

	317B

Sign Required
317B (Con’t)
	NGAUS Business Office set-up

0800-1200

NGAUS Business Office (con’t)   

Office open 1300-1600
NGAUS expense – computers and fax machine should be obtained as an in-kind exchange when available  
	Locks re-keyed and three keys issued to NGAUS

3 computers

1 printer

1 Xerox

1 fax machine

3 phone lines one for fax machine – local calling access only with calling card capability

2 phone instruments
Electrical outlets for equipment listed above

3 Computer tables and 6 chairs

2 Food Tables

3 Round Tables w/24 chairs
	TV Monitor <-CATV from Business Sessions
Smart board being provided by GTCO CalComp free of charge – projector needed to shine on the front of the board
Will provide one (or two) computers in room 318B connected to Internet for NGAUS Office, Admin Office, and PA Office staff use.
1. Will provide Internet capability in room 318B for NGAUS staff use.  FAX source unknown at this time.

a. Question:  Are three phone lines (@$200 each) required or are three cell phones acceptable.  Understand one phone line is required for fax purposes

	Brede to deliver Smart Boards once assembled

	317A

Sign Required
	Hawaii Admin Center set-up 0800-1200

Office open

1300-1600
HI expense – computers and fax machine should be obtained as an in-kind exchange when available  
	2 High speed copiers

1 Color copier

3 Computers w/Internet Access

1 shared color printer

One B/W laser printer – shared

1 FAX

3 Telephones & Lines

12 tables

20 chairs

Dividers
Mail boxes

6 Electrical outlets

DSN phone lines??


	TV Monitor <-CATV from Business Sessions
Smart board being provided by GTCO CalComp free of charge – projector needed to shine on the front of the board

2. Will connect computer to color copier for color printing capability. Will provide Internet capability in room 318B for Admin staff use.  DSN connection will be provided by DSN cell phone.  FAX source unknown at this time.

a. Question:  Are  three phone lines (@$200 each) required or are three cell phones acceptable.  Understand one phone line is required for fax purposes
b. Comm support provided by government 
equipment.  Internet provided by IPS (vendor)

	Brede to deliver Smart Boards once assembled

	318A

Sign Required
	Public Affairs
HI Exp
	2 computers with internet connectivity

Tables and chairs
	Will provide Internet capability in room 318B for PA staff use
	

	318B

Sign Required
	Hawaii Transportation/Security Office
HI Exp
	Requirements TBD by Hawaii Guard
	Comm support provided by government equipment.  Internet provided by IPS (vendor)
	

	Show office above Exhibit Hall III – SM 3
	Speaker Staging Area
NGAUS Exp
	NGAUS arranged water service
	
	To provide room set-up & furniture

	319 A/B

Sign Required


	Distinguished Guest Lounge

Hawaii Exp
	HI Guard to provide furniture room set-up and determine refreshments to be offered
	TV Monitor <-CATV from Business Sessions


	

	Unmarked Room next to 318B
	First Aid Room
NGAUS Exp
	Pre-set – NGAUS secures EMT services
	
	

	Deleted this requirement - Drape off area in Business Session Area 
	Sergeants-at-Arms – Not required in Hawaii
	
	
	

	Ballroom Foyer

	Exhibitors Reception

1600-1800
	
	
	Hi-boys if available


	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	Main Lobby (just outside of Kamehameha III)
	Registration

0800-1900
	
	
	

	Main Lobby (outside of Kamehameha I)
	Internet cafe
	
	
	

	Main Lobby


	Credentials and Rules 0800-1900
	
	
	

	Main Lobby
	Finance

0800-1900
	
	
	

	Kamehameha III
	Business Session Practice at 1300 – actual time and requirements to be determined by John Goheen – practice session with A/V, lighting, etc. representatives require a four hour minimum payment
	
	
	NGAUS/Brede will set up state signs  in pm

	Show office above Exhibit Hall I - SM1
	EPP show office 
	
	
	


	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	Show office above Exhibit Hall II – SM2


	NGAUS Awds Storage room
	
	
	

	317B
	NGAUS Business Office 0730-1900


	
	
	

	Kamehameha I & II
	Exhibit Move-In Touch Up Only

0800-1200
	
	
	Total Responsibility

	317A
	Hawaii Admin Center

0730-1900

	Sign required providing business hours
	
	

	318A
	Public Affairs
	
	
	

	318B
	Hawaii Transportation/Security Office
	Sign required providing business hours
	
	

	Show office above Exhibit Hall III – SM 3
	Speaker Staging Area
NGAUS Exp
	NGAUS arranged water service
	
	To provide room set-up & furniture

	319 A/B

Sign Required


	Distinguished Guest Lounge

Hawaii Exp
	HI Guard to provide furniture room set-up and determine refreshments to be offered
	TV Monitor <-CATV from Business Sessions


	


	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	322A
	Resolutions Support/Admin
Set-up

NGAUS exp
	Two Computers

One printer

Tables and Chairs 

Electrical outlets to support above equipment
	
	

	323A & B

Sign required

	Resolutions New Member Training

 1300-1400

Resolutions Committee
1400-
NGAUS exp
	Classroom 108

Theatre 40-50 (in back)

Must be able to divide down center for Sep Army/Air Breakouts

4 Tables in back for food Service (2 on each half)
See separate diagram in Tab E for set up of room
Host state needs to provide two Sergeant @ Arms to assist in resolution process – John Goheen to coordinate
	Podium w/mic

2 Aisle Mics 
See separate diagram in Tab E for A/V requirements and set up of the head table
Smart board being provided by GTCO CalComp free of charge – projector needed to shine on the front of the board

	Brede to deliver Smart Boards once assembled


	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	313A,B&C
Sign required
	Industry Workshop

1300-1400

CAP Meeting

1400-1500
NGAUS exp
	200 Classroom 

2 Head Tables, either side of Podium on an elevated state

	1 Projection Screen, computer with power point capability

Podium w/mic
	

	322B
Sign required
	Membership Committee Meeting

1500-1600
NGAUS exp
	Hollow square or conference table for 15-20 persons
	None

	

	Lobby outside exhibit hall I & II entrance
	Ribbon Cutting

1600 
NGAUS exp
	
	Podium & Mic
Loud speakers

Mixer
	Brede Set-up and provide scissors, stanchions and ribbon

	Kamehameha I & II
	Grand Opening Reception

1600-1900
NGAUS exp

	
	
	


	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	317B
	NGAUS Business Office

0700-1700
	
	
	

	Main Lobby
	Registration

0730-1700
	
	
	

	Main Lobby (outside of Kamehameha I)
	Internet cafe
	
	
	

	Main Lobby
	Credentials and Rules

0730-1700
	
	
	

	Main Lobby
	Finance

0730-1700
	
	
	

	Show office above Exhibit Hall I - SM1
	EPP show office 
	
	
	

	Show office above Exhibit Hall II – SM2


	NGAUS Awds Storage room
	
	
	

	317A
	Hawaii Admin Center

0700-1700
	Sign required providing business hours
	
	

	318A
	Public Affairs
	Sign required providing business hours
	
	

	318B
	Hawaii Transportation/Security Office
	Sign required providing business hours

	
	

	Show office above Exhibit Hall III – SM 3
	Speaker Staging Area
NGAUS Exp
	NGAUS arranged water service
	
	To provide room set-up & furniture

	319 A/B

Sign Required


	Distinguished Guest Lounge

Hawaii Exp
	HI Guard to provide furniture room set-up and determine refreshments to be offered
	TV Monitor <-CATV from Business Sessions


	

	311
Sign required
	NGEDA Breakfast

0800-0900
Only providing room NGEDA to order breakfast from the convention center directly

NGAUS exp for podium and mic
	Rounds of eight

NGEDA arranges for food for this event

100 participants
	 Podium with mic 
	

	301A
	Defense Security Program of the North of Anchorage/General Campbell Breakfast

Only providing room Matt Moon to order breakfast 0800-0900
	Rounds to capacity

Matt Moon poc

907-830-5122

907-343-2467

Moon.matt@gmail.com

	
	

	322A
	Resolutions Support/Admin
	
	
	

	323A

Sign required

323B
Sign required
	Resolutions Committee (Army)
0800
Resolutions Committee  (Air)

0800

NGAUS exp
	Air wall closed – cost $100

Sgt @ Arms support

Sgt @ Arms support
	
	

	303A & B

Sign required
	Area I Meeting

0900-1030
NGAUS exp
	Theater seating 125 participants

2 Head Tables, either side of Podium
	Podium w/mic


	Podium Seals – Restriction on how podium seals may be attached to podium – Brede to resolve with convention center

	304A & B

Sign required
	Area II Meeting/Caucus

0900-1100
NGAUS exp
	Theater seating 125 participants

2 Head Tables, either side of Podium
	Podium w/mic


	Podium Seals

	305A & B

Sign required
	Area III Meeting

0900-1030
NGAUS exp
	Theater seating 125 participants

2 Head Tables, either side of Podium
	Podium w/mic


	Podium Seals

	306A

Sign required
	Area IV Meeting

0900-1030
NGAUS exp
	Theater seating 125 participants

2 Head Tables, either side of Podium
	Podium w/mic


	Podium Seals

	306B

Sign required
	Area V Meeting/Caucus

0900-1100
NGAUS exp
	Theater seating 125 participants

2 Head Tables, either side of Podium

	Podium w/mic


	Podium Seals

	307A & B

Sign required
	Area VI Meeting

0900-1030
NGAUS exp
	Theater seating 125 participants

2 Head Tables, either side of Podium
	Podium w/mic


	Podium Seals

	316ABC
	Professional Development

0800-0900

NGAUS exp
	200-400 Classroom – Final count to be determined at a later date 

2 Head Tables, either side of Podium on elevated stage
	2 Aisle Mics

Podium w/mic
	

	313ABC
Sign required
	Company Grade Professional Development Seminar/Brunch

1030-1200
NGAUS exp

	200-400 Classroom – Final count to be determined at a later date 

2 Head Tables, either side of Podium on elevated stage

	2 Aisle Mics

Podium w/mic
	

	Kamehameha I & II
	Exhibit Hours

0730-1700

Coffee Service

0730-1000

Brunch

1030-1200

Beverage Break

1400-1430
NGAUS exp
	
	
	

	311
Recommend using a smaller room that is already set up like 301A or 321AB
	Medal of Honor Awardee Luncheon

1045-1200
HI Guard Exp
	Hosted by Hawaii TAG
	Arrangements being made through Gail Nakayama
	

	309
	AGAUS Executive Session

1100-1200

NGAUS Expense
	Theater style for 70
2 Head tables either side of podium
	Podium with mic
	

	Kamehameha III
	First Business Session

1200-1700
HI Guard Exp

	Can only enter Business sessions through Kam II panels in air wall , all other doors will be exit only
	Lavelier body pack
Boom stand with mike       

Spot light.  

Do you know if it is only white or are there other colors?  Is there someone that can operate the lights for the performance if given a script of what is wanted  Capability to play soundtrack/narration while performing.
Add requirements for Blum presentation - TBD

	

	328
	Raytheon

Date(s) and Time(s) Unknown
	Rounds of 10 (presentations by invitation only)
	HI Guard to charge $100 coordination fee.  Need to know room rental rates from HCC.

	


	Sunday, 18

Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	Main Lobby (just outside of Kamehameha III)
	Registration

0700-1300
	
	
	

	Main Lobby (outside of Kamehameha I)
	Internet cafe
	
	
	

	Main Lobby
	Credentials and Rules

0700-1300

Finance 

0700-1300
	
	
	

	317B
	NGAUS Business Office

0700-1600
	
	
	

	314

Sign required
	Non-denominational Religious Service
0715-0800
HI Guard exp
	Theater Style full capacity

Hawaii Guard to determine any other requirements
Elevated stage
	Podium and Microphone
	

	Show office above Exhibit Hall I - SM1
	EPP show office 
	
	
	

	Show office above Exhibit Hall II – SM2


	NGAUS Awds Storage room
	
	
	

	317A
	Hawaii Admin Center

0700-1600
	
	
	

	318A
	Public Affairs
	
	
	

	318B
	Hawaii Transportation/Security Office
	
	
	

	Show office above Exhibit Hall III – SM 3
	Speaker Staging Area
NGAUS Exp
	NGAUS arranged water service
	
	To provide room set-up & furniture

	319 A/B

Sign Required


	Distinguished Guest Lounge

Hawaii Exp
	HI Guard to provide furniture room set-up and determine refreshments to be offered
	TV Monitor <-CATV from Business Sessions


	

	301A
	POC: Carol Butt
0700-0800
920-420-8548

Pierce Homeland Security Breakfast
Only providing room OshKosh to order breakfast from the convention center directly
	Rounds to capacity
	
	

	Kamehameha I & II
	Exhibit Hours 0730-1300

Coffee Service

0730-0930

Coffee Break 
0930-1000
Exhibit Move out 1300-2000
NGAUS exp
	
	 
	

	Kamehameha III
	Second Business Session
0800-1200

	May remove 500 chairs to assist in turnover for states dinner at end of session
	
	

	321AB
Sign required
	AGAUS Luncheon (AGAUS members only)

1200-1400
AGAUS/NGAUS exp
	Rounds set for 90 Persons

2 Head tables either side of podium
	Podium with mic
	

	Ballroom A
Sign required
	Company Grade Luncheon/Caucus

1200-1400
NGAUS exp
	Rounds set for 250 persons

2 Head tables either side of podium on elevated stage
	Podium with mic
	 

	311

Sign required
	Retired-Life Luncheon/Caucus

1200-1400
NGAUS exp
	Rounds set for 240 persons

2 Head tables either side of podium on elevated stage
	Two wireless mics
Podium with mic
	

	312

Sign required
	Warrant Officer Luncheon/Caucus

1200-1400
NGAUS exp
	Rounds set for 150 persons

2 Head tables either side of podium on elevated stage
	Podium with mic

1 Projection Screen, computer with power point capability


	

	301B

Sign required
	Fighter Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	Need to verify

	302A

Sign required
	C41 Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	Need to verify

	302B

Sign required
	Medical Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic

1 Projection Screen, computer with power point capability
Laser pointer (NGAUS to provide)
	

	303A

Sign required
	C31 Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	Need to verify

	303AB
Sign required
	Fire Support Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic

1 Projection Screen, computer with power point capability
	

	305AB
Sign required
	Combat Vehicle Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	Need to verify

	306A
Sign required
	Combat Service Support Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	Need to verify

	307A

Sign required
	Engineer Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	Need to verify

	307B

Sign required
	Airlift Tanker Rescue Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	Need to verify

	308A/B

Sign required
	Personnel Benefits Task Force

1300-1400

NGAUS exp
	Classroom style for 50

2 Head tables either side of podium
	Podium with mic

1 Projection Screen, digital projector and cable to hook into laptop

Presenter will bring own laptop
	

	309

Sign required
	Army Aviation Task Force

1300-1400

NGAUS exp
	Theater style for 50

2 Head tables either side of podium
	Podium with mic
	

	313ABC
Sign required
	Professional Development

1400-1530
	200-400 Classroom – Final count to be determined at a later date 

2 Head Tables, either side of Podium on elevated stage
	2 Aisle Mics

Podium w/mic
	

	316ABC
Sign required
	Professional Development

1400-1530


	200-400 Classroom – Final count to be determined at a later date 

2 Head Tables, either side of Podium on elevated stage
	2 Aisle Mics

Podium w/mic
	

	304 A & B
	Nominations Committee

1430

	Theater seating 125 participants

Head Table next to Podium
	Podium w/mic


	Podium Seal

	322A
	Resolutions Support/Admin
	
	
	

	323A & B
	Resolutions – meeting requirement will be determined on-site after the conclusion of the Saturday meetings – air wall reinsertion may be required at short notice
	
	
	

	Main Lobby (just outside of Kamehameha III)
	Registration

0800-1230

Teardown

1300-1500
	
	
	

	Main Lobby (outside of Kamehameha I)
	Internet café

Teardown

1300-1500
	
	
	

	
	Credentials and Rules Teardown
	
	
	

	317B
	NGAUS Business Office

0730-1230

Start Teardown Shipping 1230-
	
	
	

	Show office above Exhibit Hall I - SM1
	EPP show office 
	
	
	


	Monday 19th
Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	Show office above Exhibit Hall II – SM2


	NGAUS Awds Storage room
	
	
	

	317A
	Hawaii Admin Center

0730-1230

	
	
	

	318A
	Public Affairs
Teardown 1230-
	
	
	

	318B
	Hawaii Transportation/Security Office
Teardown 1230
	
	
	

	Show office above Exhibit Hall III – SM 3
	Speaker Staging Area
NGAUS Exp
	NGAUS arranged water service
	
	To provide room set-up & furniture

	319 A/B

Sign Required


	Distinguished Guest Lounge

Hawaii Exp
	HI Guard to provide furniture room set-up and determine refreshments to be offered
	TV Monitor <-CATV from Business Sessions


	


	Main Lobby
	Finance

0800-1230
Teardown 1230
	
	
	

	Kamehameha III

Sign required
	3rd Business Session

0800-0830
Reconvene 1100-1300
	
	
	

	Kamehameha III

Sign required
	Army Separate Session

0835-1030
	Extra table will be required on stage for Army Separate Session – diagram provided in SOP
	
	

	Ballroom A

Sign required
	Air Separate Session

0835-1030
NGAUS pays
	700 Theatre Style  Elevated 10’x20’ stage or platform with 3 tables on stage and a podium/mic
Announcer stand in back with podium and mic

NGAUS will provide flags 
Diagram for set up is provided in the SOP

	2 Large Screens

2 Projectors (Powerpoint capability) 

2 Lavaliere Mics
2 podium mics that are portable
Laptop
	

	Main Lobby
	Coffee Break

1030-1100
	
	
	

	305AB

Sign required
	Membership Workshop

1230-1330
	150 Theatre 

2 Head tables either side of podium
	Podium with mic

1 Projection Screen, power point projector and cable to hook into laptop

Presenter will bring own laptop
	

	313ABC
Sign required
	Company Grade Roundtable
1300-1430
NGAUS pays

	200-400 Classroom – Final count to be determined at a later date 

2 Head Tables, either side of Podium on elevated stage
	2 Aisle Mics

Podium w/mic
	

	316ABC
Sign required
	Professional Development

1430-1600

NGAUS pays

	200-400 Classroom – Final count to be determined at a later date 

2 Head Tables, either side of Podium on elevated stage
	2 Aisle Mics

Podium w/mic
	

	Ballroom Foyer
	Chairman Head Table Reception

1800-1930
NGAUS pays
	
	Podium & Mic
	

	Main Lobby


	No Host Cocktail Reception

1800-1930
HI Guard responsibility
	
	
	

	Kamehameha II & III
	States Dinner

1930-2130

HI Guard pays
	10 seats per table
	Refer to Tab G - SOP
	


	Room/Host State Sign Requirements
	Function
	Room Setup/Seating

Convention Center
	AV Equipment


	Brede

	317B
	NGAUS Business Office

Final Teardown and Shipping if needed 0800
	Convention Center to check if available
	
	

	Show office above Exhibit Hall I - SM1
	EPP show office 
	
	
	

	Show office above Exhibit Hall II – SM2
	NGAUS Awds Storage room
	
	
	

	317A
	Hawaii Admin Center
Final Teardown and Shipping 
	Convention Center to check if available
	
	

	Kamehameha I, II & III
	Final Teardown

Pack state flags for shipping

0800


	Three host state representatives needed to assist with flag packing at 0800
	 
	


Notes:

1. All rooms are “refreshed” once a day.  We can schedule particular times with Sherry.

2. Bulk trash pick up must be arranged with the HCC staff.  Will cost $$$.

3. Each room is provided with one (1) complimentary outlet.  Use of additional outlets will cost $100 each.

4. Meeting room locks can be provided by the staff.  Up to four (4) keys can be given out for each room.

5. HCC will provide for the general security of the complex.

6. The use of each phone line will incur a $200 fee for the duration of the conference.

7. Initial arrangements must be presented to Sherry no later than 30 days out, no charge for changes made up to 72 hours before the event.
8. Original room setups are free, turn room labor changes cost $35 per hour, air wall moving will cost $100 per change.
9.  Brede can provide signs for a cost ($35 per 22”x44” poster)
10. NGAUS Booth, Resolution Office, Air Sep, Indiv/CAP, WO Lunch, Med TF, File Spt, Pers Benefits and Membership Workshop – Hioki (Comm)I will work with Facilities (Petti and Talamoa) to coordinate comm equipment for these NGAUS funded events.
11. Below are the Internet requirements that I’m (Hioki)  aware of and actively working.  Please review for accuracy and provide any feedback soonest.

· Internet Café (funded by IBM)

· Finance (connect at Internet Café)

· HCC Ops Center (funded by IPS)

· Admin Office (available at HCC Ops Center)

· NGAUS Office (available at HCC Ops Center)

· PA Office (available at HCC Ops Center)

· Business Session (Kamehameha III-funded by Hawaii)

· NGAUS Booth (funded by NGAUS)

· Sheraton Ops Center (funded by IPS)
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