28th International Conference for Anti-Viral Research

Parco Dei Principi

Rome, Italy


	Function 
#
	Day 

& Date
	Start 
Time 
	End 

Time 
	Room Name


	Event
	Posting Instructions
	# of PPL
	Set-up/ F&B (in bold)
	Audio Visual  
	Staff

	

1
	
Saturday

May 9
	
24 Hr
	
	
Sforza A
	
Bag Stuffing
	
DNP
	
2
	· Courtesy to Stuff Bags

· 5 tables 

· Large trash can

· 6 chairs

· Keyed access

· Water station
	· Wireless

· 

	Lauren 

Elizabeth 

	
2
	
Saturday

May 9
	24 Hr
	
	Sforza B
	
Set Up
	
DNP
	
25
	· Boardroom Style for 25

	· Wireless

	Lauren 

Elizabeth 

	
3
	
Saturday

May 9
	
24 Hr.
	
	
Sforza C
	
Set Up
	
DNP
	
60
	· 6 Banquet rounds of 10 set for a plated lunch


	· Wireless
	Lauren 

Elizabeth 

	
	
	
	
	
	
	
	
	
	
	

	
4
	
Sunday

May 10
	
24 Hr
	
	
Sforza A
	
Bag Stuffing
	
DNP
	
2
	· Courtesy to Stuff Bags

· 5 tables 

· Large trash can

· 6 chairs

· Keyed access

· Water station
	· Wireless

	Lauren 

Elizabeth 

	5
	
Sunday

May 10
	24 Hr
	
	Sforza B
	
Ad Hoc Meetings
	
DNP
	
25
	· Boardroom  Style for 25

	· Wireless

	Lauren 

Elizabeth 

	
6
	
Sunday

May 10
	
24 Hr.
	
	
Sforza C
	
Ad Hoc Meetings
	
DNP
	
60
	· 6 Banquet rounds of 10 


	· Wireless
	Lauren 

Elizabeth 

	7
	
Sunday

May 10
	
24 Hr.
	
	
Estensi – Medici Lobby
	
Set Up 
	

DNP
	
40

flow
	Registration area

· 10 easels

· 10 tables

· 6 chairs

· 2 waste baskets

· Water station
	· Wireless
	Lauren
John

	8
	
Sunday

May 10
	
24 Hr.
	
	
Estensi – Medici
	
Set Up 
	

DNP
	
300
	· School Room 18 in. Tables and Theatre in  the back
· Podium

· Riser for head table for 6 and podium. 
· Back of the room 3 table  tech table and riser
· Renderings will be provided from AV company

· Water on the tables and in the back of the room


	· Rear Projection

· Screens

· Stage Podium with microphone

	Lauren
John

	9
	
Sunday

May 10
	
24 Hr.
	
	
Fernandes
	
Poster Company Set Up
	
DNP
	
5
	· Clear  Floor
· Area for food and beverage and beer and wine bar
· 4 tall cocktail tables 

· 2 long rectangular tables
· Poster Company coming at 8am


	
No AV Required
	Lauren 

Elizabeth 

Poster Company 

	
	
	
	
	
	
	
	
	
	
	

	10
	
Monday

May 11
	
24 Hr.
	
	
Sforza A
	
Speaker Ready Room

Office
	
Post
	
7 Flow
	· Trash Can

· (2) Six foot tables
	· Wireless


	
Lauren

Elizabeth

John

	11
	Monday

May 11
	
8:00 am
	
12:30 pm
	Sforza B
	
Board Meeting
	
Post
	
25
	· Boardroom Style for 25

· Coffee Service 
· Room Set by 7:30am

· Lunch served at 12pm – Provide menu suggestion 
	No AV Required
	
Lauren

	12
	
Monday

May 11
	
11:30 pm

 
	
2:00

pm
	
Sforza C
	

Women in Science Lunch
	

Post
	

60
	· 6 Banquet rounds of 10 set for a plated lunch

· Room set by 11:15

· Menu same as the board meeting
· Lunch Service  at 11:45am – 12:30 pm
· Podium

· Chimes

· Room Set by 10:00am
	· Wireless

· Microphone

· House sound


	
Lauren 

Elizabeth



	13
	
Monday

May 11
	10:00 am
	
6:00

pm
	
Estensi – Medici Lobby
	

Registration 


	

Post at 12:30 pm


	

2
	· Chimes

· 10 easels

· 10 tables

· 6 chairs

· 2 waste baskets

· Scattered high boys for breakfasts and breaks

· Water station

· Registration set by 10am


	· 1 Laptop
· Printer

· Wireless
· 2 Power Cords
	Elizabeth

Ambassadors: Tammie Pulley and Carol Mallette

(10-2; 11-3)

Meeting EH at registration

	14
	
Monday

May 11
	
24 Hr.
	
	
Fernandes 
	
Poster Session Set up
	
DNP
	
Flow 300
	· existing


	
No AV Required
	
Lauren


Elizabeth 

	15
	
Monday

May 11
	
2:00 pm


	
6:30 pm
	
Estensi – Medici
	
General Session:

DD 101 
	

Post
	
300

	· School Room 18 in. Tables and Theatre in  the back
· Podium

· Riser for head table for 6 and podium. 
· Back of the room 3 table  tech table and riser
· Renderings will be provided from AV company

· Water on the tables and in the back of the room

· Room set by 12:00pm


	· Rear Projection

· Screens

· Stage Podium with microphone

· wireless
	Lauren
John

	16
	
Monday

May 11
	
3:45 pm 
	
4:15
pm
	
Fernandes
	

PM Break
	

DNP
	

100
	· Provide price for coffee and tea

· Suggest PM Break options
· Food set by 3:30pm
· Mix of highboys in the room and scattered outside

	
No AV Required
	
Elizabeth 

Lauren

	17
	
Monday

May 11
	
6:30 pm
	
8:30 pm
	
Farnese + Orsini + Outdoor patio space
	
Opening Reception
	
Post
	
200
	· Suggest moderate passed reception

 menu and provide price

Beer/Wine Bar
· Room set by 6:00pm

· Food set by 6:00pm
	· No AV Required
· Highboys and sit down tables.
	
Elizabeth 

Lauren

	
	
	
	
	
	
	
	
	
	
	

	18
	
Tuesday

May 12
	
9:00 am
	10:00 am
	
Sforza B
	Accompanying Persons Coffee
	
Post

	
8
	· Provide price for coffee and tea

· Suggest AM Break options
· Set by 8:45am
· Existing Set

	No AV Required
	Lauren

	19
	
Tuesday

May 12
	
24 Hr.
	
	
Sforza A
	
Speaker Ready Room

Office
	
Post
	
7 Flow
	· Trash Can

· (2) Six foot tables
	· (2) Lap Tops

· Wireless


	
Lauren

Elizabeth

John

	20
	
Tuesday

May 12
	
7:30 am 
	
6:00

pm
	
Estensi – Medici Lobby
	

Registration 


	

Post

	

2
	· Refresh Existing Set

· Set by 6am
· 
	· 1 Laptop
· Printer

· Wireless
· 2 Power Cords
	Elizabeth

	21
	Tuesday

May 12
	7:30
am
	8:30 am
	Estensi – Medici 
	Morning Coffee
	DNP
	100

	· Leave existing set from registration
· Set up coffee station in the back of the room
· Provide price for coffee and tea

· 
	
	
Elizabeth

	23
	
Tuesday

May 12
	
8:30 am


	
4:30 pm
	
Estensi – Medici
	
General Session:


	

Post
	
300
	· Refresh Existing Set

· Set by 7:30am


	Wireless 
	Lauren


	24
	
Tuesday

May 12
	
10:00 am 
	
10:30

am
	
Fernandes
	

AM Break
	

DNP
	

250
	· See F&B Menus

· Food Set by 9:45am


	
No AV Required
	
Elizabeth 

Lauren

	25
	
Tuesday May 12
	12:00
	1:30 pm
	Sforza C
	
Women in Science Committee Meeting
	
DNP
	
12
	· Refresh Existing Set

· Provide estimate for plated sit down lunch

	· No AV Required
	
Lauren

Amy P.

	26
	
Tuesday May 12
	12:00
	1:30 pm
	Sforza B
	AVR Editorial Board Lunch
	Post
	
	· Refresh Existing Set

· Food to be ordered separately by Elsevier


	
	

	27
	
Tuesday 

May 12
	
1:30 pm


	 4:30 pm
	
Estensi – Medici
	
General Session:



	

Post


	
300
	· Refresh Existing Set


	
	

	

28
	
Tuesday 

May 12
	
3:00 pm 
	
3:30
pm
	
Fernandes
	

PM Break
	

DNP
	

250
	· Provide price for coffee and tea

· Suggest PM Break options
· Food Set by 2:45pm

· Mix of highboys 


	
No AV Required
	
Elizabeth 

Lauren

	29
	
Tuesday

May 12
	
4:30 pm
	
6:30 pm
	
Fernandes
	
Poster Session 
	
Post
	300
	· Reception Suggest light passed items
· Beer and wine bar
· Food Set by 4:15


	
No AV Required
	
Elizabeth 

Lauren

	30
	
Tuesday May 12
	6:30 pm
	
7:30 pm
	
TBD  Is there an lobby or pre-function space
	
New Member and First Time Attendee Networking
	
Post
	
	· Suggest light passed reception

 menu and provide price
Beer/Wine Bar
· Add high boys to pre-function space

· Room set by 6pm

· Food set by 6:15pm


	· No AV Required
	
Lauren

	
	Tuesday May 12
	8:00 pm
	
	Off Site
	Speaker Dinner
	N/A
	30
	· N/A
· Depart hotel at 7:30 pm
	
No AV Required
	Elizabeth

Lauren

	
	
	
	
	
	
	
	
	
	
	

	
31
	
Wednesday

May 13
	
24 Hr.
	
	
Sforza A
	
Speaker Ready Room

Office
	
Post
	
7 Flow
	· Trash Can

(2) Six foot tables
	· Wireless


	
Lauren

Elizabeth

John

	32
	
Wednesday May 13
	
7:00 am 
	6:00 pm
	Estensi – Medici Lobby
	

Registration 


	

DNP


	

2
	· Refresh Existing Set

· Set by 6am

· Food Set by 7:15am

· 
	· 1 Laptop
· Printer

· Wireless
2 Power Cords 
	
Lauren

Elizabeth

John

	
33
	Wednesday May 13
	7:00

am
	8:15 am
	Sforza B
	Poster Awards Committee
	DNP
	10


	· Existing Set by 7:00am

· Provide continental breakfast for 10
· Food Set by 6:45pm
	
	Lauren

	34
	Wednesday May 13
	7:30
am
	8:30
am
	Estensi – Medici 
	Morning Coffee
	DNP
	100

	· Leave existing set from registration
· Set up coffee station in the back of the room
· Provide price for coffee and tea

· 
	
	
Elizabeth

	35
	
Wednesday

May 13
	
8:30 am


	
12:00 pm
	
Estensi – Medici
	
General Session:


	

Post
	300
	· Refresh Existing Set

· Set by 7:30am


	
No AV Required
	
Elizabeth

	36
	
Wednesday 

May 13
	
10:00 am 
	
10:30
am
	
Fernandes

	

AM Break
	

DNP
	

200

	· Provide price for coffee and tea

· Suggest AM Break options
· Food Set by 10am


	
No AV Required
	Lauren



	37


	Wednesday May 13
	12:00 pm
	1:45 pm
	
Sforza C
	

Career Luncheon
	

Post
	

40
	· 6 Banquet rounds of 10

· Request a suggestion for a finger lunch for 40 people

· Room set by 11:30
	

	
Lauren 

Elizabeth



	
	
	
	
	
	
	
	
	
	
	

	
42
	
Thursday

May 14
	
24 Hr.
	
	Sforza A
	
Speaker Ready Room

Office
	
Post
	
7 Flow
	· Trash Can

· (2) Six foot tables
	· Wireless


	
Lauren

Elizabeth

John

	45
	
Thursday May 14
	
7:30 am 
	
6:00

pm
	
Estensi – Medici Lobby
	

Registration 


	

DNP


	

2
	· Refresh Existing Set

	· 1 Laptop
· Printer

· Wireless
· 2 Power Cords
	Lauren

Kathie Seley-Radtke

	
46
	Thursday May 14
	7:30
am
	8:30 
am
	Estensi – Medici
	Morning Coffee
	DNP
	100

	· Leave existing set from registration
· Set up coffee station in the back of the room
· Provide price for coffee and tea


	
	
Elizabeth

	47
	
Thursday

May 14
	
8:30 am


	
5:00 pm
	
Estensi – Medici
	
General Session

	

Post
	
300
	· Refresh Existing Set

· Set by 7:30am

· 
	

	
Elizabeth

	48
	
Thursday 

May 14
	
10:00 am 


	
10:30
am
	
Fernandes

	

AM Break
	

DNP
	

150
	· Provide price for coffee and tea

· Suggest AM Break options
· Food Set by 9:45am


	
No AV Required
	Lauren



	49
	Thursday May 14
	12:00 pm
	1:30 pm
	 

Sforza B
	Membership/Finance/Advertising/2016 and Conference Wrap up
	DNP
	20
	· Refresh Existing Set

· See F&B

· Salad  Plated and Dessert plated

· Lunch Served when Salads are done.
	
No AV Required
	
Elizabeth 

Lauren

	
	Thursday May 14
	12:00 pm
	1:30 pm
	Sforza C
	Publications
	DNP
	12
	· Boardroom for 15
· See F&B

· Salad  Plated and Dessert plated

· Lunch Served when Salads are done.
	
No AV Required
	
Elizabeth 

Lauren

	
50
	
Thursday
May 14
	
2:30 pm 
	
3:00

pm
	
Fernandes
	

PM Break
	

DNP
	

200
	· Provide price for coffee and tea

· Suggest PM Break options
· Food Set by 2:15pm


	· Rear Projection

· Screens

· Stage Podium with microphone
Wireless internet 
	Lauren
John

	
	Thursday
May 14
	
4:00 pm
	
6:00 pm
	
Fernandes
	
Poster Session 
	
Post
	225

	· Reception Suggest light passed items
· Beer and wine bar
· Food Set by 3:45

	
No AV Required
	
Elizabeth 

Lauren

	
	Thursday
May 14
	
4:30 pm
	
7:00 pm
	Sforza B
	Poster Committee
	DNP
	15
	· Refresh Existing Set


	No AV Required
	

	
51


	Thursday May 14
	5:00 pm
	7:00pm
	
Farnese + Orsini  Outdoor patio space
	Closing Banquet Set up
	DNP
	
	· Entertainment:: TBD
	· Projection

· Screens

· Stage Podium with microphone
· Tech table in the back of the room

	Lauren

Elizabeth

Sara

	
52
	
Thursday 

May 14

	
7:00 pm
	
7:30 pm
	
Farnese + Orsini  Outdoor patio space
	
Closing Reception
	Post
	
175
	· Reception: Suggest light passed items
· Beer and wine bar
· Food Set by 6:45pm


	
No AV Required
	
Elizabeth 

Lauren

	
53
	
Thursday

May 14
	
7:30

Pm
	
10:00 pm
	
Farnese + Orsini + 
	
Closing Banquet:

Poster Awards

Entertainment

Closing Remarks

Thank you
	
Post
	
225
	· Banquet Rounds for 250
· Plated Dinner

· Final selection pending

	· Projection

· Screens

· Stage Podium with microphone
· Tech table in the back of the room
· Strike at 10:30PM
	
Elizabeth 

Lauren

	
	
	
	
	
	
	
	
	
	
	

	
55
	
Friday

May 15
	
24 Hr.
	
	
Sforza A
	
Speaker Ready Room

Office
	
Post
	
7 Flow
	· Trash Can

(2) Six foot tables
	· Projection

· Screens

· Stage Podium with microphone

· 
	
Lauren

Elizabeth

John

	
56
	Friday

May 15
	7:30 am 
	12:30

pm
	Estensi – Medici Lobby
	

Registration 

registration
	

DNP

	

2
	· 5 six foot skirted tables

· 1 trash can

· (3) Easels

· (5) Classroom tables in back for materials

· Set by 6am

	· 1 Laptop
· Printer

· Wireless
2 Power Cords 
	
Lauren

Elizabeth

John

	
57
	Friday  May 15 
	7:30

am
	8:30

am
	Estensi – Medici
	Morning Coffee
	DNP
	50

	· Leave existing set from registration
· Set up coffee station in the back of the room
· Provide price for coffee and tea
	
	
Elizabeth

	58
	
Friday

May 15
	
8:30 am


	
12:00 pm
	
Estensi – Medici
	
General Session:

	

Post
	
300
	· Refresh Existing Set

· Set by 7:30am


	
No AV Required
	
Elizabeth

	59
	
Friday 

May 15
	
10:00 am 
	
10:30

am
	
Fernandes
	

AM Break
	

DNP
	

100
	· Provide price for coffee and tea break

·  Food Set by 9:45am


	· Projection

· Screens

· Stage Podium with microphone

· Wireless 
	Lauren
John
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