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NESCSO Meeting Guidelines

NESCSO is available to assist you and your staff with planning and hosting multi-state meetings on topics on health and human services needs in the six New England states.  Most of NESCSO’s hosted meetings take place in the Hoagland Pincus Conference Center in Shrewsbury, which is also where our offices are located.  In addition, NESCSO would be happy to assist you in identifying space in facilities in our immediate area if the conference center is not available that day.  Additionally, if you are interested in hosting a single state meeting, you can contact the Hoagland Pincus Conference Center directly (see reverse side for details).  Additional information on Hoagland Pincus can be found on their web site www.umassmed.edu/conferencecenter. 
Meetings must be scheduled at least two weeks in advance.  To assist NESCSO staff and the conference center staff, key questions to plan your meeting are:

· Number of attendees:  An approximate number of attendees must be submitted at the time of booking.  Conference room assignments are based upon the number of attendees at time of booking.  Changes to the number of attendees may be submitted up to 10 days prior to conference date with the understanding that a larger room may not be available.
· Food Requirements: (if any):  NESCSO can assist in determining the correct quantity of food and beverage to order for each of your events.  This applies to coffee breaks, continental breakfasts, and lunches.  Final menu selections must be submitted to NESCSO seven (7) business days in advance.  
· Room set-up:  The following room set-up styles are available:  Theater (up to 300 people); Classroom (up to 80 people); Banquet (up to 250 people) and Reception (up to 300 people).  Set-up requests are required two (2) business days prior to event.  
· Audio/Visual equipment Needs: (LCD, laptop, overhead projectors, sound systems, etc):  A/V requests need to be submitted one (1) week prior to event.  Presenters may bring their own equipment.  Internet service is available in some areas of the conference center.
Meeting request information:
Organization:  ___________________________________________________________________________

Contact name and phone number:  ___________________________________________________________

Email address:  __________________________________________________________________________

Event date and time:  _____________________________     Location request: ________________________

Party responsible for food payment:  __________________________________________________________
Room set-up style (please circle): 
U-Shape 
 Classroom            Theater

Table Rounds


AV Requirements:  ________________________________________________________________________
Number of Attendees:  ___________

Client signature:  ____________________________________________________        Date:  _______________
NESCSO Representative:  _____________________________________________       Date:  _______________
Contact info:  


NESCSO




Administrative Office





Hoagland-Pincus Conference Center





222 Maple Avenue





Shrewsbury, MA  01545





Phone:
508-856-8229                    Web:      www.nescso.org




Fax:
508-856-6785       
E-mail:
www.info@nescso.org
HOAGLAND-PINCUS CONFERENCE CENTER POLICIES
This booking will remain tentative and subject to cancellation by the Conference Center until this form is signed and received by the Conference Center.
1.  Final menu selections must be submitted to a representative of the Hoagland-Pincus Conference Center no later than two weeks prior to the function.

2.  The guaranteed number of attendees must be submitted no later than four working days before the scheduled function.  No changes in the guarantee number will be accepted after that date.  Failure to submit guarantees within this time frame will result in charges matching the client’s original estimate of the number of attendees, even if the actual number of attendees is less.

3. All food and beverage items must be arranged for through a representative of the Hoagland-Pincus Conference Center using designated contractors.

4.  Room set-up requirements must be submitted no later than one week prior to the function. If a change in the original room set-up is requested on the day of the function, a labor charge will be added to the final bill.

5. The Hoagland-Pincus Conference Center reserves the right to change assigned function rooms, but guarantees adequate space for set-up requirements and number of attendees as listed in the Banquet Event Order.

6.  Function guests will be admitted to and are expected to depart from the assigned function room at the times stated in the Banquet Event Order.  An additional charge may be assessed for access to the room earlier or later than the contracted times, and extended access will be based on availability. 

7.  Payment is due 30 days from date of invoice.

8.  Though The Hoagland-Pincus Conference Center has adopted a policy of remaining open through weather and other emergencies, we recognize that our clients may find it necessary to cancel a scheduled function.  Notification of intent to cancel must be given no later than 48 hours prior to the scheduled event time.  Those groups canceling after this time may be billed for certain food and beverage and/or audiovisual and rental fees.

By signing below I acknowledge that I have read the Banquet Event Order including the Hoagland-Pincus Conference Center Policies constituting a part of this Banquet Event Order and agree to the terms and conditions. 

Signature:  _____________________________________________                    Date:  ___________________

Contact Info:



Hoagland-Pincus Conference Center






222 Maple Avenue






Shrewsbury, MA  01545






Phone:

508-856-8687






Fax:

508-856-6838






E-mail:

continuing.education@umassmed.edu






Web:

www.umassmed.edu/conferencecenter
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