Pre-Con (-List for __________________________                                Form Revised Jan 10, 2011
	Welcome, Introductions, and Share each other contact phone #’s


	Name

	Description

	 Work Phone

	Cell Phone

	FAX

		Intern -___________

	(928) 523-

	928-853-5286
	(928) 523-1440

		Conf. Leader

			
		Other Conf staff

			
		Res Hall Front Desk

	(928) 523-

		
		Res Hall Front Desk

	(928) 523-

		
		Facility Manager

	(928) 523-

		
		Jay Graves - Dining 

	(928) 523-3975

	(928) 853-8470

	(928) 523-2071


		Becca Rother - Dining
	(928) 523-3975

	(928) 231-9062

	(928) 523-2071


		duBois (928) 523-3321 M-F days (928) 523-1594 eve/wkends

	(928)523-1440


		Louise Brown -cell:(928) 699-1455     or  Matt Tantau cell - (928) 380-3924

		NAU-Emergency (PD)
	(928) 523-3000

		
		Campus Safety- www.nau.edu/police


	

	· Agenda - copies for Res. Life, and Dining Services
· Contract - confirm that we have a signed conference 
· Certificate of insurance -if applicable, confirm approval or deficiency 

· Participant # / Rosters
· Early Arrivals (&/or Late Departures)


	
	General Information 
	www.nau.edu/dubois

	
	Meeting space needs: (Non-Res Life)

· Facilities and dates/times

· Set up of rooms and A/V Needs
	Rules/Regulations of facilities if applicable

	
	Fronske Health Center (928) 523-8995 

· Open Mon-Fri 7:30 am-4:30 pm

· Payment required at time of service
	· Hand out FMC & Walk In Clinic information as needed.

	
	Sign board needs:

· Quantity needed & description

· Pick up and return at the du Bois Information Desk
· Who will place them?
	Day/Time to Pick Up:
Day/Time to Return:

(-du Bois Staff      or      (-Conference Leader 
$20.00 for 1 to 7, $40.00 for 8 or more

	
	Internet Access

Available to all on wireless network
	

	
	Parking Permits – give out color parking map
	Only park in lots designated on your permit e.g. P66…

	
	Package Rate Estimated Bill 
(do we know who/how to send the final bill?)
	Due by last day of conference (check-payable to NAU, IDB, Visa, MC American Express) A 2% service fee will be applied for all credit cards.

	
	Dining Service 
	

	
	· Dining hall:  

· Verify First/Last meal 

· Review Meal Times for this Conference 

· Manager Names:
	                  Hot Spots/Fieldhouse      South Dining
Breakfast    7:00 – 9:30 am              Mostly same hrs   

Lunch       11:00 – 1:30 pm             but to modify and
Dinner        4:30 – 6:30 pm           adjust to conferences

	
	Retail outlets: 

· Dorm Meal Cards cannot be used here.
· Inclining Card or Cash or VISA or MC
	

	
	Meal cards:

· If LOST : Mon-Fri 7:30-4:30 @ du Bois

· $5 replacement fee 

· Evenings/Sat/Sun – swipe designated leader card (Emergency Meals)
	· Only 1 SWIPE per person per meal



	
	Inclining balance cards (dining charge card)

· If lost, call Dining immediately     ($5 fee)
	· RETURN to Intern, Dining or Residence hall when done

· Do NOT use to cover lost meal card = double charge.

	
	Special meal/diet requests:
	

	
	Catering needs:

Contracts signed; Numbers Confirmed
	

	
	Trade out meals: 

	Day/Date/Meals/PU Time/PU Location:
____________________________________________

	

	How to handle Commuter Meals?


	(-Cash / VISA / MC    (-Inclining Card    (-Commuter Card
CANNOT USE DESIGNATED LEADER CARD!

	
	Water, Water Coolers, Ice
	Water and Ice available at dining hall during dining hall hours.

	
	Residence Life 
	                    Hall #1                              Hall #2

	
	Residence Hall(s) - Floors/Rooms assigned:
	

	
	Check-in:  Day/Time: ___________________

( 1.  Conference Check in. ______________

( 2.  Res Hall Front Desk (form/card/key)

(Individually     or      ( Through counselor
	Set Up: Table/Chairs:



	
	Check-out: Day/Time: __________________
Procedure:

(Individually     or      ( Through counselor 
	· If anyone leaves before standard chk-out date, turn in meal card.
· Youth (under 18) requires counselor for early check-out?

	
	Are there any “designated-chargeable” Single Rooms ($10/person/night) 
	( No singles 
( Chargeable Singles rooms for: 

( Other

	
	Inventories related to Damage Charges: 
Master room inventories available at front desk. Report room damage concerns to desk within 24 hours of check in. 
	Walk through required for youth groups.


	
	Meeting space in halls: 

· Reserved

· Room Set Sheets
	Rules/Regulations of facilities if applicable

	
	HOURS:
· 7am- 9pm  FRONT DESK STAFFED
· 7pm – 7am  “ON-CALL” HRS
· 7am – 9pm  FRONT DOORS OPEN
Who gets card(
	For any emergency Res Hall staff and Conference Leader to notify each other as soon as possible..
NOTE:  Do NOT ”hole punch” these access cards


	
	Lost Keys
· Contact hall staff immediately 

· Recoded immediately; cannot mail back

· Room key - $25 (Mt. View - $40)

· Bldg. Entrance card-$25 if lost or damaged             
· Charges on Conference Bill
· Residence Hall cannot accept money.
	

	
	Quiet hours: (10 pm – 8 am) [Inside/Outside]
· On-call Hall staff enforces 

· Family Housing

· Summer school students/(12 month)
	

	
	Fire procedures: 

· Evacuate the Building (there are no “drills”)
· Elevators go to bottom floor, if applicable
· Notify if anyone is or becomes immobile.
	

	
	· LINEN: confirm arrangements

· Linen Exchange (if more than 4 nights):

	(  No linen charge allowed at all.

( $7 upon request: Only with counselor/staff approval 

(  Other:


NOTE: Wash/Dry machines require MCE (523-1905)              on meal card     (There are no refunds for un-used $) 

	
	Who has Health forms: (n/a for Adult Conf.)

Name ___________________________________

Cell #  __________________________________
( Or Copies of Health forms to be provided
	· Please dispose of needles properly; if a “sharpes” container is needed, let us know.

	
	Expectations & Guidelines in the Res. Halls:

Found on: nau.edu/dubois/confleaders.html
           
           Participant
           Counselor- Coaches

           Cheerleader
	· Refrigerators – 1)Empty 2) Clean & 3)LEAVE ON.
· Do not Prop Doors (to room and to Building) open

· Do not move furniture.

· Do not Bunk the Beds.
· Trash Out to dumpsters for overflow trash

· Alcohol policy = None in youth hall (even adults); OK in adult hall within their private room.


