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Ancillary Meeting Request Form

Purpose

This form is to be used to reserve a time and space for an ancillary meeting in conjunction with ICIS 2009.  This form has three parts.  Part I is for basic contact information of the person responsible for the meeting. Part II is for meeting date, times, and desired room setup. Part III is for registration information that will describe your meeting on the ICIS 2009 registration form.  Please complete all sections with as much information as you can.  

Important: Even if you don’t have all the requested information at this time (Parts II and III), it is important to submit this form with Part I completed so that you can reserve your space.  Assignment of space is on a first come, first served basis.  

If you have any questions on completing this form please contact AIS Meeting Planner, Lise Fitzpatrick at:  meetingplanner@aisnet.org or via phone (941) 343-9384 or via fax (941) 296-7378 by the DEADLINE of July 17, 2009.  

Part I – Contact Information 

	Organization Name:
	

	Affiliation:
	 FORMCHECKBOX 
 AIS Group (SIG/Chapters)

 FORMCHECKBOX 
  Non AIS Group (Ancillary Groups)

	Contact Name:
	

	Mailing Address:
	

	Phone:                      Fax:                               Email:  

	Preferred Method of Communication:
	 FORMCHECKBOX 
 Phone      FORMCHECKBOX 
 Fax        FORMCHECKBOX 
 Email

	Purpose of the meeting (i.e. reception, meeting, lunch, etc.)

	



Part II – Meeting Information 

	Meeting Name             
	Day/

Date 
	Start 

Time 
	End

Time 
	Room

Set*
	# of 

People

	(Sample) ABC Workshop
	Thur/Aug 6
	8:00a
	5:00 p
	SR
	30

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


Room Set Options* 
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	Food and Beverage services required?
	 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	A/V Services required?
	 FORMCHECKBOX 
  Yes - List requirements: 
 FORMCHECKBOX 
  No

	Meeting Planning Coordination Requested (check one) 
	 FORMCHECKBOX 
  Option 1 - AIS Event Planner 
 FORMCHECKBOX 
  Option 2 - Hotel Coordination


Marriott Banquet Menus are available here.
Audio Visual Pricing will be available by June 1, 2009

Part III – Registration Information 

This section is to provide information about your meeting (SIG, workshop, consortium, etc.) so that registrants can decide to register for it or not.  This information will be used on the conference registration form (both paper form and electronic.)  All information requested must be submitted by July 17, 2009 in order to be included in the registration system.  If you do not have all the information requested at this time, please complete what you do have now and provide the remaining information by the extended deadline of July 27th.  

	Description of meeting (limited to 75 words):

	

	Web address for more information about the meeting (optional):
	     

	Contact Name (if different from previous contact information):
	     

	Contact Phone:
	     

	Contact Email:
	     


	Workshop/Meeting Registration Fees (please mark NA for any option not applicable)

	Academic
	Early:  
	Regular:  
	Onsite:  

	Student
	Early:  
	Regular:  
	Onsite:  

	Guest
	Early:
	Regular:  
	Onsite:  

	Other Fees (be specific)
	


	Check One:
	

	 FORMCHECKBOX 
   I have provided ALL the requested information.

	 FORMCHECKBOX 
   I have not provided all the registration information requested, but will provide     the remaining information by July 27, 2009.



	Other requests or information about your ancillary meeting we should know about:

	     



Submission Instructions
(1) Fill out the form electronically

(2) Save the file on your computer

(3) Send the completed form to meetingplanner@aisnet.org and cc:   registrar@aisnet.org.

	Next Steps


Upon receipt of this form, the contact listed will receive space assignment and planning option confirmation from Lise Fitzpatrick and the AIS registrar will confirm receipt of the form for registration purposes. Once all details have been confirmed, your meeting will be added to the list of Approved Ancillary Meetings and posted on the ICIS 2009 website. 
�EMBED MSPhotoEd.3���





Association for Information Systems


AIS Offices ● P.O. Box 2712 ● Atlanta, GA 30301-2712, USA





Dear Ancillary Meeting Sponsor:





Thank you for sponsoring an Ancillary Meeting in conjunction with the International Conference on Information Systems.  Ancillary Meetings are an important and enriching part of ICIS and we appreciate the effort you are putting forth to work with us to assure a successful event. 





As offered in the past, the Ancillary Meeting Package (AMP) includes discounted pricing for audio-visual equipment, discounted pricing for food & beverage, complimentary meeting space, and promotion/marketing via the AIS web site.  Additionally, meeting planning coordination is provided with two options from which groups can choose: 





Option 1 - Event Planner Coordination:   Lise Fitzpatrick, AIS meeting planner will coordinate all aspects of planning for groups choosing this option. Fees for this service are: 


AIS groups (SIGS and chapters): $250 event coordination fee (flat fee regardless of # days or # of events) 


All other (non-AIS) groups: $350 event coordination fee for a 1-day event; $500 for a 2-day event; and $600 for events of three or more days.   


Option 2 - Hotel Coordination:  All event coordination will be handled directly with the JW Marriott  Desert Ridge Conference Services Department.  Services include pre-planning coordination (menu selection, room setup), on-site service of the meeting, and billing review, if applicable. This option includes discounted AV pricing provided the in-house company is selected to provide AV equipment.  No event coordination fee will be assessed by AIS. Groups selecting this option must complete the Ancillary Meeting Request Form and meeting date/time/space must be approved by the AIS meeting planner.  Once approved, the group will be notified and then all additional communication related to the meeting will be handled between the group and the hotel.  





Following is the form you will need to complete to reserve your Ancillary Meeting. In order to make the planning of your meeting as smooth as possible, please consider the following when completing this form:


Assignment of times and space at the event will be on a first come, first served basis.


Please be sure to reserve the correct amount of meeting space (i.e. # of breakout rooms, meeting rooms)  


Please submit your form as soon as you know you want a meeting, even if you don’t have all the meeting details.  This will secure your spot and allow you (until the deadline) to gather remaining meeting information.  However, groups/organizations that have ALL their information submitted by the deadline will be given priority over groups that miss the deadline.  In other words, if you miss the deadline you run the risk of losing your time slot.  





AIS Meeting Planner, Lise Fitzpatrick, is your initial contact for submitting your meeting request. If you have questions, Lise can be reached at �HYPERLINK "mailto:meetingplanner@aisnet.org"�meetingplanner@aisnet.org�.  We hope these tips are helpful and we look forward to seeing you in Phoenix.  





Sincerely, 





Pete Tinsley, CAE


Executive Director


Association for Information Systems


pete@aisnet.org


404-413-7441

































































































































































AIS is hosted by and located in the Computer Information Systems Department,


Robinson College of Business, Georgia State University, 35 Broad Street,  Suite 916, Atlanta, GA 30303


Phone:   1.404.413-7444      Fax:  1.404.413-7443


E-mail:   aisnet@aisnet.org      http://www.aisnet.org
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