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CAES Event Planning Checklist

This checklist is provided as a guide for people who plan to hold events in CAES that require use of the facility for a special event, especially those that may include use of CAES during off-hours.   CAES off hours are 6:30 PM – 6:30 AM Monday through Friday and all day Saturday and Sunday.   All events held at CAES during off-hours require a CAES tenant to act as escort.  The event coordinator (aka the requestor) is responsible for understanding and completing each action identified on the checklist below.  

Becoming familiar with and using this checklist will help ensure planning and execution go smoothly and that you have a successful event.   If you have questions regarding the checklist, they can be referred to either the CAES Administrator - Donna Wuthrich (6-1784), or Regina Terrell (6-7562).  

Background Information

As a general rule, meetings and events must support the CAES mission to be held in the facility.  First priority is given to CAES tenants, then to partners of CAES and its mission.

CAES has two conference rooms – the Snake River and the Teton - each with seating for 12 people around the table.  Both rooms have eight additional chairs around the perimeter.  CAES has an auditorium that seats 46 people.

The main floor has a gallery area that can be used for special VIP receptions.  It seats a maximum of 300 people for an auditorium seating configuration (this is a tight squeeze) and 100 people for dinner style seating.  

The auditorium, conference rooms, and gallery are equipped with state-of-the-art audio visual and teleconferencing capabilities.  The entire building has Wi-Fi.   Keith Wilson, 6-8228, should be contacted in advance of your event to obtain more information on these features.   

No food is allowed in the auditorium.  However, you are allowed to serve and consume food in the conference rooms and the cement portion of the gallery.

A hand truck is available to move items in/out of the building.  Its use should be coordinated with Donna or Regina.

CAES Event Requestor Checklist 
	
	Have you communicated the approximate number and demographics of event attendees to the CAES Administrator?  We want to make sure your event is productive and safe and knowing the number and type (e.g., adults versus children) of participants will help CAES prepare the facility for a successful event.   

	
	Are equipment and furniture needed for your event?   If your event will be held in the gallery, you will need to rent tables, linens, chairs, etc. We use Signature Party Rental (529-0843); however, you can use whatever provider you like. You will need to hire the provider or INL Facilities (6-1721) to set up and take down the tables and chairs. CAES has six 8’ banquet tables for your use.  Do not block any doorways to labs and/or offices with displays, tables, chairs, podium, etc.

	
	Will you require use of CAES audio visual or teleconferencing capabilities?   If so, this should be communicated at the time of your request to use CAES.  If CAES support is required there could be a cost incurred by the requestor.   Contact Keith Wilson at     (6-8228) for support with audio visual equipment. 

	
	Do you want to serve alcohol at the event?   Alcohol is only allowed in the CAES building with prior written approval from Chartwells, the ISU president, and the State Board of Education.   Approval of the alcohol permit takes a minimum of 30 days so please plan accordingly. The serving of alcohol also requires prior coordination with the CAES Administrator, Donna Wuthrich, to ensure that no one under 21 years of age will be in the building during the time of the event. Contact Chartwells at 282-2242 for permit.

	
	Do you plan to provide food and/or drinks?   Remember that food is allowed in CAES, except in the auditorium.   CAES only has one vending machine for pop and does not have ice machines.  You will need to bring your own ice and coffee.

	
	Have you adequately planned for security and export control requirements?   Is there equipment or information included in your event that requires protection under export control?   If you choose to bring Confidential Unclassified Information/Official Use Only material into the building, it is the requestor’s responsibility to properly control the information.  There are foreign nationals residing in the building, and it is imperative that the material is not compromised.  No classified information is allowed in CAES. 

	
	Will your event be held during off-hours?  If so, it is the requestor’s responsibility to notify ISU Public Safety (282-2515) of the estimated duration so they may secure the building at the conclusion of your event.   If your event concludes early, it is also the requestor’s responsibility to notify ISU Public Safety so they may secure the building early.  

	
	Are you familiar with the CAES facility layout and what specific areas you need to access?   And, do you have approval from CAES to access these areas during your event?   CAES is an open access State owned facility.  However, areas such as the laboratories are controlled access and require prior approval and coordination for access.   Especially for after hour events, unless it is prearranged, access to the second floor of CAES is prohibited.  Controlling access is the responsibility of the requestor.     

	
	Are display items going to be used in the event?   The only approved adhesive is a Command strip – poster strips – and you will need to furnish your own.  Do not use tape, nails or push pins to hang posters or other items on the walls.  

	
	Are you aware of CAES parking limitations and have you communicated parking accommodations to your event participants?   Unfortunately, CAES has limited parking capacity, with about 70 spaces in its North parking lot.   One side of the gravel road directly east of CAES can be used for overflow parking.  The requestor should ensure that no event participants park in the Fire Lane at the front entrance of CAES or on native grass areas.

	
	Have you considered the volume of trash and garbage you will generate?     With timely notification, CAES can provide additional trash cans as needed.   The requestor should contact ISU Building Maintenance Supervisor, Ray Hart at 282-7968, to coordinate trash and custodial services.

	
	Have you planned and communicated your exit strategy to the CAES Administrator? 

It is important to return the CAES facility to its initial state in a timely manner.  The requestor should coordinate with the CAES Administrator the timeframe within which this will occur.   The requestor is responsible to ensure all furniture is moved back to its original location and all tables and chairs are picked up in a timely manner.

	
	


