SVII Orientation – Delta South & Lister Centre – Day by Day Schedule

Printed 20/08/2009

	Time
	Tuesday, April 14, 2009
	Needed – Notes

	INFO
	Delta South Edmonton, 4404 Gateway Blvd NW T6H 5C2
Conference contact: 780-
Catering Consultant
CHE: 780-916-5937

Security: FRONT DESK
	· documents to laptops
· digital camera

	~2:00 pm
	arrive at Delta for final review of set up
Imperial Ballroom
· Registration table in corridor (1 chair, skirted) 

· Coat racks (3-4) 

(if other groups in ballrooms table/coat racks moved inside our section)
· Host bar left side of entrance

· Quartet right side of entrance 
· 9 rounds of 8 (orient chairs to stage/podium; centrepieces; linens 
· Stage & podium (w/ 1 mic)
· Projection screen & A/V table

· Computer audio package 
Deluxe Boardroom (CHE)
· 10 ppl capacity

· Wireless system up

· 4 chairs

· Water on side table/counter
· Plug-ins accessible under board table

Fort McMurray Room

· 20 ppl capacity – boardroom set up

· Wireless access

· Projection screen

· Water & coffee (as per BEO)
Participants / Managers / Faculty arrive at Delta

Early Arrivals: n/a   

Late Arrivals: 

	· Room list
· Floor Plan

· SEARCH Canada sign in ballroom lobby
· Dozen Directional signs
· Allergies & meal preference list
· Menu / seating arrangement stands on tables

· Welcome packages (schedule, contact list, participant manual, expense claim link, attendance list, pen, notepad)
· Nametags

· Drink tickets (2 each)
· Bingo Cards (1 per person)
· Build Teammate Bags

Imperial
· SC Laptop #2

· SC Projector

· Logo slide to show during dinner

· 4 armless chairs (quartet)
· centrepieces (lantern/ mirror)

Fort McMurray

· SC Laptop #3

· Custom projector

	2 – 5pm
4 – 10pm
5– 10pm


	Fort McMurray Room
SC Faculty & Staff planning meeting
Deluxe Boardroom
CHE 

IT Specs, Participant Laptops
Imperial Ballroom

5 – 6

Reception 

quartet play

6 – 610

Greetings

no music

610 – 7

Dinner

quartet play

7 – 710

Housekeeping notes 

no music (quartet pack up)

710 – 750

Presentations

no music

750 – 830

Team Builder activity

house music
830 – 9

Close

no music

9 - 10
Pack up
house music
Dinner Menu: 
Roast Butternut Squash soup, Butter Leaf & Endive salad w/ Raspberry dressing, Pesto Rubbed Grilled Breast of Chicken Supreme (stuffed w/ sun-dried tomato cream cheese, mesquite jus), Steamed Jasmine rice and Hedgehog Chocolate Truffle mousse. 
	· sc laptop / custom projector
· sc laptop / sc projector

Host Bar
· w/ drink tickets
Cash Bar

· w/o drink tickets
Allergies 

 (celiac)

 (nuts)

 (shellfish)

 (kiwi)


	
	Wednesday, April 15, 2009 
	

	INFO
	U of A Conference Centre,  1-047 Lister Centre, T6G 2H6

Conference Contact: 780-
Banquet Manager: on site 5am
	· digital camera

	~7am

830am

	arrive at Lister for final review of set up.
Carol at elevator lobby to direct traffic – laptops  
Wild Rose Room
· One 5ft table set up outside room (skirted)

· 10 rounds of 6 (oriented to front of room)

· AV cart

· One 5ft presenters table

· Projection screen (already in room)

· Meals & breaks served here

· Space for luggage

· Additional chairs easily accessible 
Aurora Room
· 8 rounds of 3 (oriented to front of room)
· AV cart

· One 5ft presenters table

· Projection screen (already in room)

· Water station at back of room

· One 5ft table w/ 2 chairs at back of room
· Additional chairs easily accessible 


	· SEARCH Canada sign in elevator lobby
· Carol to direct traffic
Wild Rose

· Post: schedule

· SC Laptop #2

· SC Projector

· SC Sign at doors

Washrooms at far side of room – nicer ones down the stairs
Aurora
· Post: schedule

· Participants Laptops 
· Green tape at each place for username & password, sharpie 

· Table stands w/ seating arrangement
· CHE power equipment
· CHE laptop

· CHE projector


	830am
830 – 9am 

	Golden Arrow bus charter 780-447-1538 (Caroline)

Transport participants/ managers to Lister Centre 
TIME

DETAIL

ROOM

830 – 430

Laptops 

Aurora

830 – 9

Breakfast

Wild Rose

9 – 1030
Welcome, activities & morning session
Wild Rose
1030 – 1045

Break

Wild Rose

1045 – Noon

Sessions continue

Wild Rose

Noon – 1

Lunch

Wild Rose

1 – 230

Managers Session

Participant Session

Wild Rose

Aurora

230 – 245

Break

Wild Rose

245 – 400

Final Session

Wild Rose

400 – 430

Close

Wild Rose


	

	430pm
	Golden Arrow bus charter 

Transport participants/ managers to Delta 
Early Departures:   
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