[image: image1.png]James L. Allen Center
2169 Campus Drive
Evanston, Il 60208
Phono: (847) 864-9270 Fax: (847) 491-4323

Contacts; Carol Rose (847) 467-7016  c-roso@kelloge.northwestorn.edu
MariaBazin  (847) 467-4717 m-bazan@kelloge.northwestern.edu
Bob Robbins  (847) 467-7052  L-robbins@kslloge.northwestorn.edy
REGISTRATION AND CLASSROOM NEEDS

Meeting Hame:

Start date/time:

End date/time:

On site contact: E-mail:
Phone: Fax:
Invoice to: CUFS #:

Estimated # of participants:

Lobby setup

O Registration table(s)

O Banner(s) (These must be brought over the day before by 1:00 p.m.)

O Easel stands

O lametags (For security purposes, we require everyone in the building to have a nametag. $2.50 each)

Classroom Needs
O Banner(s)
O AV Equipmen

(These must be brought over the day before by 1:00 p.m.)
Microphones:
Computer:
Overhead Projector:
Video recorder:

O Panel Setup: Tumber of panelists:
O Hametents: For panelists: For participants:
O Flipcharts: (Two are provided in each classroom with markers.)
O Extra Classroom (if needed):
O Panel Setup: Humber of panelists:
O AV Equipment:  Microphones:

Computer:

Overhead Projector:

Video recorder:
O Study group rooms: How many: Times needed:
Other

O Special dietary needs (Specify):
O Special needs for participants with physical limitations (Specify):

O Office with phone

O SPAC passes: (525 processing fee. Passes billed upon usage only - $10 per visit.)
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Bedrooms Humber needed:
Handicapped room

Pay at checkout

Master Bill

Hewspapers ot O Tribune O Financial Times

ooooo

o

Transportation from the airport:
We have specific cabs/limos we recommed as they are familiar with our location. It is not advised

touse a Chicago cab. We can supply you with the list.

O Transportation to the airport:
If transportation is needed to the airport at the end of the program, we will give you a transportation
form to be filled out by participants and handed to the Front Desk by noon, the day prior to departure.

O Parking:
There is no visitor parking in the lot directly outside the Allen Center. Visitors must come to the Front
Desk, get a parking sticker, then be led to the appropriate lot and brought back.

O Shuttle service needed:
Ve can shuttle groups of 30 or less only. For above 30, an outside shuttle service is needed. We
recommend Davis Transportation @ (847) 676-1070. All Kellogg conferences use this company

lame of Shuttle service (if not Davis);
Contact: Phone Hlumber:

« You must provide a detailed schedule of times when the shuttle will run to the Allen
Center’s Front Desk.

DINING SERVICES

Breakfast: O Private
Time: Humber of people:
Special setup requirements

Breaks: O #1 - Early morning (this break is always 7:30 a.m. - 8:30 a.m.)  Humber of people:
O #2 - Mid morning Time: Humber of people:
O #3- Afternoon  Time: Humber of people:

Special setup requirements:

Lunch: O Private
Time: (Groups over 32 MUST have a

0 p.m. lunch) Humber of peopl

Special setup requirements:

Cocktails: O Private
Time: Humber of people:
O FuliBar O Beer/wine O Hors D’ Oeuvres

Dinner: O Private
Time: Humber of peopl
O Viine with dinner

Special setup requirements:





