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Appendix 1. 
Plan Ahead
Identify Dates

Is your meeting scheduled during peak meeting season or during the holidays?  If so, book accommodation, speakers and audio visual support at least six months prior to your event date. 

Peak Meeting Season

· February – June

· September – November

Major Holiday Weeks

· New Years

· Easter

· Passover

· Memorial Day

· July 4th

· Labor Day

· Thanksgiving

· Christmas

· Chanukah

Helpful Reminders

· Allow time for set up & rehearsal

· Allow time between sessions to re-set rooms

· Book meeting rooms in 24 hour time blocks

· Verify each presenter’s audio-visual requirements

· Verify when presenters will arrive & rehearse

· Check room capacity for seating and AV equipment

· Consider line of sight obstacles (pillars, chandeliers)

Avoid Unexpected Costs

· Check for secured storage supplied by the venue

· Schedule rooms to avoid having to re-set the audio-visual

· Re-confirm audio-visual equipment needs 2 weeks before event date
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