Request for Ancillary Meeting Space at the 2013 MHS Conference
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February 11 – February 14, 2013
Gaylord National Hotel and Convention Center


Part I

	Organization Name:      

	Name of Meeting:      

	Meeting Date:      
	Alternate Date:      

	Meeting Time:      
	Alternate Time:      

	Leadership Host:      
	Rank:      

	Meeting POC:      
	POC Rank:      

	Phone Number:      
	Email:      

	Commercial Fax:      
	Number of Attendees:       

	Meeting Room Specifications:  (check all that apply)
 FORMCHECKBOX 
 Podium    FORMCHECKBOX 
 Head Table

	Room Set-Up: (Please see Frequently Asked Questions on further information on conference set up)
 FORMCHECKBOX 
 Conference

 FORMCHECKBOX 
 Classroom

 FORMCHECKBOX 
 Theatre




Part II – Purpose/Justification of the Extra Meeting
In order to be considered, the meeting purpose and justification must be provided.  Please note the purpose of your meeting, who benefits from attending, and how it relates to the Military Health System.  
	Meeting Purpose:       


	Who Benefits:       


	Relation to MHS:      


	Comments/Special Notes:      



Part III - Please Check One:
 FORMCHECKBOX 
 Please list this meeting on the conference website and in the final conference program.

 FORMCHECKBOX 
 Please DO NOT list this meeting on the conference website or in the final conference program.  This meeting is by invitation only, issued by the requesting party.  
When complete, return this form to Nicole.Schray@experient-inc.com or fax to (330)486-9208 (Attn: Nicole Schray)
Ancillary Meeting Requests 

There will be a limited number of rooms available for smaller ancillary meetings during the conference.  Requests must be submitted by December 7, 2012 to be considered. Meeting space will be allocated on a first come first serve basis, subject to Planning Committee approval.  The following additional requirements must be met:

· The meeting must be relevant to the Military Health System’s health care, medical research, medical education and training objectives. 

· Meetings may be scheduled only before the conference begins for the day, during lunch or breaks, or after the conference at the end of the day. 

· There must be an explanation as to why your meeting should occur at the MHS conference. 

· All requests are subject to approval by the MHS Planning Committee. 

The POC listed on your ancillary meeting request form will be notified of the status of your request in early 2013. If approved, they will also receive a meeting room confirmation email. Please do not publicize the meeting until you have received approval and confirmation of your request.

To make a request, please fill out the ancillary meeting request form and return it to Nicole Schray. If you have any questions about completing the form, please contact Ms. Schray via email or phone at 703.525.8333 ext. 3345.

Frequently Asked Questions

What audio visual equipment will be included in the room set up?

How may I request the room to be set up for my ancillary meeting?

Will I be able to request food or beverage for my ancillary session?

Will there be a charge for use of the telephone?

At what times can I request to have an Ancillary Meeting?

What audio visual equipment will be included in the room set up?

The audio visual equipment that will be included in the room set up will consist of the following:

· LCD Projector

· Projection screen 

· One  Podium  with  Microphone

· One Laptop

If you have any additional questions concerning Audio Visual equipment please contact Nicole Schray (Nicole.Schray@experient-inc.com).
How may I request the room to be set up for my ancillary meeting?

The meeting rooms can be setup in the following formations:

Theatre
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What is theatre setup: Seats or chairs in rows facing a stage area, head table, or speaker (with no conference table)

Pros - Good for large groups when reading/writing are not required 
Cons -Elevation changes needed for large groups, no writing surface minimal group interaction
Classroom:
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What is Classroom setup: Rows of conference tables with chairs facing the front of a room (and usually a speaker), providing writing space for each attendee. 

Pros: Presenter can see all participants and accommodates large groups in less space.
Cons: Minimal interaction possible and participants only see each other’s backs
Conference:
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What is Conference setup: A rectangular or oval table set up with chairs around all sides and ends.
Pros: Good work space, working atmosphere and interaction between participants. 
Cons: Not ideal for audio-visual presentations, ideal for speakers and ideal for larger groups
Will I be able to request food or beverage for my ancillary session?

Due to current government restrictions this conference will not have food or beverage available, even if the person (s) responsible for the ancillary meeting requests pays themselves. 

At what times can I request to have an Ancillary Meeting?

Ancillary meetings will occur one day prior (February 10, 2013) when the MHS Conference begins, during times when other sessions are not occurring such as lunch time, prior to the conference start times and at the end of the day after sessions have been completed for the day.
