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Guidelines for Institutions Hosting WACTE EVENTS
Meeting Funding:  WACTE reimburses each member institution up to $3,000 for hosting a WACTE event. These funds may cover food, parking, equipment, or other meeting-related expenses. Any costs over $3,000 are the responsibility of the host. For reimbursement, please send an invoice with attached receipts and purchase orders within 60 days of the event to:                                                                                                                       _____
Dr. Michael Hillis, School of Education, Pacific Lutheran University, Tacoma, WA. 98447
Pre-Registration Needs:  Please review WACTE meeting dates at www.wacte.org and all information on this form. Seven to eight weeks before the meeting, please provide WACTE’s Executive Director with the 1) location of one large meeting room (100 members) and 2) three small meeting rooms (f10 to 25 members); 3) meal options, 4) parking arrangements and 5) a hotel nearby with per diem rates. This information is required for WACTE’s registration forms. Please email it two months in advance to:                                                                                                _____
Dr. Linda Campbell at lindacampbell48@yahoo.com 
HOTEL NEEDS:  WACTE members are located across the state and some will travel to the event.  _____  
Identify a nearby hotel that offers per diem rates. 





   _____  
Secure a block of 10-20 rooms for Tuesday and Thursday evenings.                                       _____  
Secure a block of rooms for 50-60 members on Wednesday evening only.
WEDNESDAY MORNING ONLY: Meeting Rooms, Parking, and Food Needs:     Three groups meet Wednesday morning from 8am-1pm. The groups have 10-25 participants each, and request coffee and tea, and parking from 8am-6pm. The three Wednesday morning meetings include a:                             _____ 
PESB meeting with 20 to 25 Deans & Directors;               


                              _____ 
Teacher education field coordinators meeting with 16 to 22 participants; and                            _____ 
WACTE Executive Board Meeting of 10 members. The Board ONLY also requests:                             _____ 
Breakfast at 8:30am in its assigned morning meeting room for approximately 10 people and         _____ 
Lunch in the same room at noon or elsewhere on campus for the 10 Board members.           
WEDNESDAY AFTERNOON & ALL-DAY THURSDAY: Rooms, Equipment, Food, and Parking Needs:  The WACTE event officially begins at 1pm Wednesday and runs from 8am until 4pm on Thursday. The following accommodations are requested for both days: 
                 _____
Provide parking for 75-100 attendees on Wednesday from 8am-6pm & Thursday from 8am-4pm.
                                                                                           _____
Reserve a meeting room for 100 attendees on Wednesday from 1-5pm & on Thursday 8am-4pm.                                               _____
Reserve two nearby rooms for 20-30 members on Wednesday 1pm-6pm & Thursday 8am-4pm.   
  
Provide Internet and equipment needs (projectors, teleconferencing, laptops, wireless options) in _____
the large meeting room and the two small break-out rooms all day on Wednesday and Thursday.

Wednesday, provide an afternoon snack for 100 attendees in the large meeting room and        _____
Optional  “hearty appetizers” Wednesday at 5pm if WACTE or host funds permit.                                               _____  
On Thursday, provide a continental breakfast for 80 in the large meeting room at 8:30am.                       _____
On Thursday, provide lunch at noon for 80 attendees in the large room or elsewhere on campus.                                                                                                           _____
On Thursday, provide an optional afternoon snack. We conclude by 4:00. 
Contact Person: Linda Campbell, Executive Director, lindacampbell48@YAHOO.com.  Linda can also be reached by phone: (360) 652-9502 (home) & (425) 418-7871 (cell).
