As of April 26, 2010

ESIF Meeting Specifications
Timeframe:

Other than ESIF meetings scheduled in conjunction with the ATIS Annual Meeting of the Committees (AMOC), ESIF meetings almost invariably begin on a Tuesday morning/afternoon and end no later than noon on the following Thursday.
Hotel Guest Rooms:
If the meeting is scheduled to be held at a company property (i.e., off-site from a hotel), the hosting company should make recommendations for a specific hotel(s), which often includes a special corporate rate. The hosting company shall determine whether or not it should sign a contract with a particular hotel. ATIS shall not sign any hotel contracts on behalf of a hosting company, so please keep this in mind when making your arrangements. As noted below, ATIS does take full responsibility for all of the catering costs associated with the meeting (which will more than likely be referred to in the hotel contract), excluding receptions. Most hotels explicitly require a minimum food and beverage (catering) expenditure for the meeting as part of the terms of the contract. Although ATIS will not sign the contract, ATIS will be responsible for paying for the food and beverage costs, which will be covered by the meeting registration fees collected from ESIF members.  These contracted catering costs must be discussed with ATIS staff prior to committing to the costs, and ATIS staff should be listed as a point of contact for those catering items.  ATIS staff will also work with the hotel to finalize all catering arrangements (e.g., quantities, selections, guarantees, etc.)
Note: Hotel(s) should be within walking distance of the meeting facility and at least 3 restaurants. In other words, attendees should not be required to have a car in order to get to the meeting facility, if at all possible.
$110-$145/room is the optimal range for sleeping room costs, although this is obviously dependent upon the location of the meeting, time of year, and the fact that some large metropolitan area hotel rates will likely be higher than this.
Meeting Rooms, AV, and F&B requirements for information/planning:
	Typical Meeting Setup as of April 2010
	Tuesday
	Wednesday
	Thursday

	Each room must have power strips accessible by each attendee’s laptop (including head tables), screen, projector stand, WiFi, and a table/area in/outside of the room for registration material/badges.  Easel or whiteboard may be required.
	All day (at times, only a half day (p.m.) is needed) (Plenary/NGES)
*Classroom for 50

Head table for 6
	All day (Plenary/NGES)
*Classroom for 50

Head table for 6
	Half day (a.m.) (Plenary/NGES)
*Classroom for 50

Head table for 6

	
	Half day (p.m.) (Joint ESM/ECDR)

Classroom for 30

Head table for 2
	All day (Joint ESM/ECDR)
Classroom for 30
Head table for 2
	

	Typical Food and Beverage Requirements (coffee service all day Wednesday also an option)
	** Continental breakfast; mid-morning refresh; Afternoon snack with coffee/tea/soda
	Continental breakfast; mid-morning refresh; Lunch; Afternoon snack with coffee/tea/soda
	Continental breakfast; mid-morning refresh

	* If additional space is available, additional seating may be provided to allow for attendees to have additional space
** Attendees are typically on their own for lunch on the first meeting day


NOTE:  ATIS may provide the requisite projectors, unless the host or hotel is able to provide them.

Special Note:
In situations in which a hotel contract is being signed for the meeting space, do not automatically assume you can plan for 50 room nights (x 2) and then incorporate that into the contract. Not all ESIF participants ultimately stay at the same hotel (some participants may even be in-towners).  A more reasonable figure would be 35-45 room nights (x 2) or fewer. However, you should always check with the ESIF Administrator for her/his best attendance estimate before signing any contract.

Food and Beverages:
If the meeting is at a facility owned by the host, ATIS generally asks the hosting company for a recommendation and complete contact information of the caterer to be used for the meetings.
If the meeting is taking place at a hotel, then ATIS will work with the hotel’s catering office and will order the food/beverages and take responsibility for the charges.  The hotel is requested to provide separate invoices for the AV/meeting room rental (hosting company’s responsibility) and food/beverages (ATIS’ responsibility).






