(Info for Potential Mtg Host.doc, 2009-01-13, Revised 2017-01-11)
RE:  Your organization hosting a PhilaSUG meeting

We feel that hosting our meeting is a win-win situation: We benefit from having a place to meet, and you benefit from the exposure your organization gets with the local community of SAS programmers, statisticians, etc. We provide whatever written "About Our Host" description you would like in our newsletter and web site. The e-newsletter is on the web site that receives a lot of traffic. Also, the newsletter is emailed to a larger number of addresses when the SAS Institute does our mailing once a year, (typically for the Fall meeting).

Here is the basic information for potential hosts, to help them consider hosting:

·	When:  We meet in early March (Winter), mid June (Spring), and early November (Fall). We try to meet on a Tues, Wed, or Thurs, but Monday can work too if needed.

·	Time of Day:  Registration starts about 12:15PM and the program runs from 1 PM to approximately 4:30 PM.

·	Space: Our average attendance is about 40-100. We sometimes go a bit larger or smaller, lately a number closer to 50 is typical. We need space to seat these people in auditorium style seating. We also need space for a breakout area nearby where refreshments can be served, and to fit in 2-3 poster presentations. We also need to set up about 4 tables for registration and handouts somewhere near the auditorium.

·	AV needs: The usual. Most speakers now use their own laptop and need a projection device and screen. We hope that our host can provide this equipment. If not, we try to arrange for these somehow.

·	Refreshments and cost: We like to serve lunch during the registration period, and then a snack and beverages at the one breakout. Sandwiches are typical for lunch, such as in a boxed lunch, and the breakout usually has some items from among pretzels, chips, soft pretzels, cookies, fruit and cheese, crackers, coffee, soda, etc. Most of our hosts choose to cover the food cost as part of hosting, and we gratefully accept this given our limited budget. But we do not consider this necessary. We can usually work out whatever arrangement the host prefers, such as PhilaSUG paying half of the food cost. It is difficult to state an average food cost; it tends to vary much. But it does seem to run $1000+, depending upon how elaborate it gets and upon the fees of the particular in-house dining service, (which we typically are required to use).

·	Security: We try to identify every attendee beforehand through pre-registration on our website. Pre-registration provides a reasonable headcount for the food order. But sometimes the host’s security department requests this pre-registration list, too. Note that we do typically wind up with a few people registering at the door even though the website instructs them to pre-register.

·	Parking: For a campus setting with a parking lot or garage, the host’s security department usually needs to know how many people are coming and then plans accordingly. For a center city host, we just need to include in our newsletter where public parking is available.

·	Recruiting: There is no active recruiting at our meeting, either by the host, or by any others who attend. But we do place loose-leaf binders on a table that hold information about job opportunities from all companies that provide such information to us beforehand. And, as the host, you are welcome to provide whatever welcoming promotional handouts you would like to the guests. Some organizations handout advertising specialties like pens, notepads, calendars, sample products, etc. Others include brochures about their organization, or specific departments within it, where career opportunities exist. You can be as elaborate as you would like in this regard; however, we do ask that it be presented in the context of general information about the host, as opposed to active recruiting of attendees by your staff.

