NW District AD Meeting

Northwestern-Facilities
Reserve gym and setup lobby
Travis DeJong, Athletic Facilities Director
712-707-7270
605-251-2064
travis.dejong@nwciowa.edu

Reserve gym and setup lobby
Jacki Goebel, Athletics Department Administrative Assistant
712-707-7280
jacki.goebel@nwciowa.edu
 
Need to order breakfast and lunch through Northwestern College
Plan for 60
Need to notify food service about lunch so they can plan for 60 people

Northwestern College Food Service
Shelly Grotenhuis: 712-707-7246
shelly.grotenhuis@nwciowa.edu
 

Center Sports-Breakfast Drinks and Rolls Sponsor
Elise Glade: 712-722-3798
elise@centersports.net

*Have Northwestern send the invoice for the breakfast directly to her. 


Hauffs-Lunch Sponsor
Steve Hauff: steve@mrghauff.com

*Have Northwestern send the invoice to those businesses. Ask Northwestern if they want us to use tickets.


Day of meeting…
When you get there, make sure breakfast is there. If not, call the lunch contact ASAP.
Make sure there is a table for each vendor. Put VandeBerg in a space where they will have excess room. 
Set up 3 computers:
     Open the HS/MS AD spreadsheet. We keep track of attendees that way
     The second computer will have the admin asst sheet open. If names are still highlighted, ask them to confirm the name. If blank, ask them if they have an admin asst/AD secretary.
     The third will be sign-up for presider/recorder. 

Make sure the projector and screen are available and ready to use.

If we are in the gym, chairs should be set up. Make sure they know we don't want to sit in the bleachers. If we are in the meeting room, the wall needs to be opened up for more space.

Have a bucket with pens and slips of paper for door prize drawings.

Bring extension cords and an outlet tower if you have one. These are sometimes needed.

Make sure you hand out meal tickets when people register. Also invite the vendors, IHSAA members, and IGHSAU members as well. Make sure people know to give the ticket to the cashier in the cafeteria.

Someone stay till the vendors are out in case they need someone. If boxes are left, please pile those up to help the person cleaning. In the past, if door prizes are left, I bring them to the state convention…more for people there. :)
