NORTH WESTERN UNIVERSITIES PURCHASING CONSORTIUM

COMMODITY GROUP MEETINGS 

HOST INSTITUTIONAL REPRESENTATIVES


	
	AIDE MEMOIRE FOR HOST INSTITUTIONS


	
	Check Box

	Meeting Venue:
	Details of Venue, Location, Meeting Room Number, Floor Number and Campus Map Reference –  

Venue Telephone/Fax Number

(STANDARD NWUPC SIGNAGE in place) 
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	‘Meet and Greet’
	‘Meet and Greet’ person on site:

On-Site Contact Details – Tel, Email Address, Mobile 
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	Corporate Signage

In-House Signage


	Appropriate meeting signage in place – 

Arrange for Standard NWUPC Signage. 


	
	


	Meeting Facilities
	The meeting room is required to be set-up in seminar/conference/board room-style with sufficient space for [     ] people and in plenty of time before the commencement of the meeting.  In-house meeting requirements to be confirmed.
	
	

	AV Facilities
	Any AV facilities/electronic presentation facilities required to be notified.


	
	

	Location Information
	Please provide location information, ie: directions and/or a website address, and joining instructions.  


	
	

	Travel/Car Parking

Corporate Signage

In-House Signage


	Please provide appropriate signage indicating car parking facilities. 

Arrange for Standard NWUPC Signage.

Please indicate rail/road/air and car parking arrangements, ie: location of car park, car parking reservations and instructions for people on arrival at the Institution.  Contact information ie: email address and telephone number.


	
	


	Hotel Bookings
	Provision of Hotel Accommodation


	
	 



	Catering

Where and When
	On arrival Tea, Coffee and Biscuits at for [    ] people 

Luncheon for 12:30pm/12:45pm for [    ] people

(with vegetarian alternative provided) 

(consider seasonal/special dietary  requirements).


Afternoon Tea  


Note~ Please indicate where and at what time the catering is being served ?. Caterers require at least 48 hours notice. 

It is appreciated that in an emergency notice cannot always be provided. 


	
	


	Additional Information
	- Information/facilities for Disabled Delegates

· Health and Safety Regulations Notification Prior to Meeting 


· ‘Special Needs’ –Confirmation of requirements.


	
	

	VIPs/Guests

Event Administration
	Guest invitations to be confirmed.  

Administration/Marketing Issues.
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