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Host Facility Responsibilities
1. Reserve a room that can comfortably accommodate 25-40 people.

2. Have the room equipped with a screen and LCD projector for projecting a PowerPoint presentation.

3. In addition to the tables and chairs required for PCAHCR Members, we require two separate six foot tables at the back of the room.

4. Refreshments (for example:  coffee, juice, bagels, water, muffins, fruit, etc.) are greatly appreciated.

5. Make certain that the front desk staff is aware of the meeting time and room location.  Please, have them prepared to give the PCAHCR Members directions to the room.

6. Provide signs directing PCAHCR Members to the meeting room.

7. Provide parking instruction to the PCAHCR Board at least 30 days prior to the meeting.

8. Let the PCAHCR Board know if you would like to formally welcome the members to your facility at the beginning of the meeting.

9. PCAHCR Board will assign a sponsor to your meeting.  The PCAHCR Board will let you know if the sponsor will be providing lunch.
PCAHCR would like to thank you for volunteering to host our meeting.  We appreciate your support!  If you have any questions, please, contact Ailene Dewar, Programs Chair.  Her contact information is 714-776-3314 or adewar@advanceweb.com.

