EDUCATION AND WORKFORCE DEVELOPMENT SUMMIT 

Meeting Specifications

Sylvester
	7:30 – 8:30 a.m.
	MEETING PREPARATION

· Set room to accommodate 60 * people.

· If large room, set round tables for 8 or 10.

· If smaller room, set theater style (chairs will be moved around for discussion session)

· Podium (with microphone if group is large) 

· Screen to show PowerPoint

· Small table on which to set computer and projector (GPEE will bring computer and projector; if projector is part of meeting site, we will use that one.)

· Beverages (coffee, soft drinks, water) to serve 60* set on long table 

· Easel available if possible

· Long (6ft.; with cloth if possible) table at side of room for materials

· Trash cans 

	
	

	8:30 a.m.- 9:00 a.m. 
	REGISTRATION (GA Partnership will bring staff for this and will also have name badges available)

· Long table (with cloth, if possible) with 2 chairs

· Wastebasket

	
	

	9:00 a.m. 
	PROGRAM

· Chamber President or other identified local leader to provide welcome.


* Georgia Partnership will contact Chamber at least 2 days prior to meeting to finalize numbers for room set-up as well as numbers for preparation of refreshments. 

