IMPORTANT MEMO----IEEE 802 LMSC – NOVEMBER  PLENARY

DATE:

Sunday, November 9, 2003

TO:

IEEE 802 SEC & Task Force Chairs
FROM:

Dawn C. Slykhouse 






IEEE 802 Conference Organizer



FACE TO FACE EVENTS, INC.


Boardroom East,  Hyatt Regency -  Ext 2732

Cc: 

Darcel Moro, IEEE 802 Meeting Manager, Face To Face Events, Inc.

SUBJ:

IEEE 802 LCD Projectors, Printers and Other Related Meeting Material

This memo is to provide you with important information regarding the November Plenary.  Kindly place this important information on to all of your meeting chairs.

1. LCD Projectors and Meeting Room Security

We have made arrangements with audio/visual services to manage and secure the LCD projectors.  It is your responsibility to ensure your working group meetings follow the following procedures:

a) In each meeting is a notice with instructions on how to contact audio/visual services. 

b) When your meeting is over for the day follow the instructions on the notice to contact audio/visual services to pick up and secure the LCD projector.

c) When your meeting breaks for lunch or supper contact the Convention Center or hotel security to lock your meeting room.  Inform them when you meeting will resume to unlock the door.

d) When your meeting has completed for the November Plenary follow the above instructions to contact audio/visual services and inform Face To Face staff in Boardroom East you no longer require the meeting space or equipment.  We are very short on additional meeting space and would appreciate prompt notification when meeting rooms come available. 

e) If there is no notice in your room instructing you how to contact audio/visual services or you fail to reach them, please contact Face To Face Events Staff immediately at the registration desk or Boardroom East.  After hours please contact Darcel Moro 604-644-6374 and contact security to lock your meeting room.

2. Hard stop time for evening meetings is 11pm.  All LCD projectors will be picked up by audio/visual services at this time. Your group may continue to use the meeting space without the LCD projector.

3. Registration Desk (Hyatt Boardroom Alcove) -Hours: Sun 5-9p, Mon-Thu:  7:30a-5p, Fri 7:30a-12

Meeting Office:  (Hyatt Boardroom East) - Hours:  Sun 5-9p, Mon-Fri:  7:30a-5p

ABQ-CCTR Office:  Conference Room - Hours: Mon 12n-6p, Tues-Thu: 8a-6p

ABQ-CCTR Information Desk: Ballroom Foyer- West Complex- Hours: Mon 12n-6p, Tues-Thu: 8a-6p

4. Social Reception – “Take A Trip Down Historic Route 66!”  Starts on the 2nd floor at the Hyatt Regency and finishes in the Lobby Atrium with deserts and treats.  Look for posted notices for more information.

5. Tutorials and Call for Interest are located in the Convention Center.  Check the agenda and meeting notices for details.
6. CD ROMs will be distributed at registration on Sunday 5 pm in the Boardroom Alcove and will continue all week during registration desk hours.  CD ROMs will be available for registered attendees starting at 12 noon on Tuesday at the IEEE 802 Info Desk in the Convention Center.

7. Food concessions available at both the Hyatt Regency and Convention Center.  Check your meeting welcome letter for further information.

8. Problems, inquiries at the Convention Center should be communicated to Face To Face Events Staff located at the IEEE Info Desk located Ballroom Foyer- West Complex.

9. REMINDER!   Please inform Face To Face Events staffs know when your meeting(s) are completed or cancelled.  Space is at a minimum and we appreciate your cooperation.

Please contact us if you have any questions on the above memo.  

Thank you for your attention and support.  See contact information above.

