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Meeting hours:





8:30 - 6:00 Monday through Friday


Additional meeting days may be added.





NOTE:  TAG meetings are normally scheduled to start at 4:30 p.m. and last until finished.  Ad hoc meetings may also be scheduled throughout the week.  Check the agenda for the meeting being hosted for the day the TAG meeting is scheduled and whether any ad hoc meetings are scheduled; reserve meeting rooms accordingly.





People will arrive on Saturday or Sunday before the meeting.  They will leave on the last day of the meeting, or the day after the last day of the meeting.  Hotel rates should allow for this.





Meeting fees collected by the committee will cover the following costs:





Meeting room fee


Breakfast (if not already provided by the facility to its guests)


Refreshments: coffee, tea, soft drinks


Copying


Audio visual equipment (flip chart or white board)








The meeting room:





The host should arrive early on the first day to check whether the meeting room has been set up properly.  Have the hotel representative there ½ hour in advance in case there are problems.





The following specifications apply to the main meeting room.





Meeting rooms are nonsmoking.


Meeting room shall be located in the hotel where the members are staying.


Tables shall be 30 inches in depth.  Tables shall be arranged in a hollow rectangle.  Allow at least 4 feet of table per person.  The tables shall be draped to the floor on the inner sides of the hollow rectangle.


A flip chart or a white board with markers is needed.


A table shall be set up along the wall to hold extra copies of papers.


The room shall be locked at night.


Waste baskets shall be available.


Provide electrical outlets for at least ten laptops.  If sufficient outlets are not available, or if the distance from the table to the outlets exceeds 4 feet, extension cords and/or power strips should be made available.  Require that extension cords be taped in traffic areas.  (Check carefully on charges, they may be outrageous).


Check that the noise conditions are satisfactory, that is, no street noise, no loud air conditioning, no sales hype meetings in adjacent rooms.








Breakfast:





At facilities that do not include a standard breakfast for guests, arrange for a light breakfast with selections beyond merely sweet pastry.  These suggested menu items are neither required nor restrictive:





Dry cereals.


Fruit.


Fruit juices.


Scrambled eggs.








Refreshments:





Coffee (decaffeinated and regular) and tea (herbal and regular) all day.


A couple of cokes in the morning.


A variety of soft drinks and bottled waters or fruit juices in the afternoon.


Ice water on the tables all day.


A big bowl of ice on the coffee table with a dipper or tongs served morning and afternoon.


Coffee should arrive before the meeting begins and be refreshed before break time.  Coffee should arrive at 8:15, and be refreshed at 10:15, 1:45, 3:45.








Questions to ask the hotel:





Meeting room fee.  Negotiate for a free meeting room and reasonable sleeping room rate.  You can get them sometimes if you push.


Can the meeting room be locked at night so that papers may be left in the room?


Individual room rates.  Extra person rates.  Will the rate hold through the weekend?


Is it possible to work in the sleeping rooms?  Is there a table or desk?  Is there adequate lighting?


Is a deposit required?  When is the last day to pay it?  What is the last day to cancel without penalty?


Refreshment fees.


Copy and fax facilities in the hotel?  In the area?   Check on the inexpensive copy shops in the area.


Ask whether there are exercise facilities available.


For foreign meetings, ask about bathtubs/showers and whether 8 1/2 x 11 copy facilities are available.


Ask about sleeping room options, for example, nonsmoking rooms, upgraded rooms, costs.


Ask about parking fees.


Ask about data ports in sleeping rooms for computer connections.  
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Meeting Notice:  distribute to each member





Distribute within a week after the end of the previous meeting.


Obtain a J4 document number for the Meeting notice.


Be sure to note when the reservation is due.


Include the date and times of the meeting.


Include your (the host's) address and phone number for questions about the meeting and local area.


Provide information on the expected typical local weather at the time of the meeting.


Include which airports are most convenient.


Provide directions to the meeting hotel from local airports, including any maps, taxi, and limousine information.


Include hotel fax numbers, reservation numbers, sleeping room options, and costs.


Optionally:  Check the local chamber of commerce.  Send information on restaurants and local attractions.








Things to bring to the meeting:





The committee will maintain a host box of documents consisting of the following:





2 years of back minutes on paper or floppy disk


1974 COBOL standard


1985 COBOL standard and both amendments


All copies of the base document


JOD 1993





The secretary will send a paper or electronic copy of the draft minutes for the previous meeting to the next host to add to the box.  The secretary will bring an electronic copy of the draft minutes for the previous meeting to each meeting.  It is the responsibility of each host to ship the host box to the host of the next meeting.  The next host should open the box immediately upon receipt to verify its contents.  In addition to the box of documents, the host needs to provide the following:





Office supplies: stapler, staples, tape, 3 hole punch, paper clips, a couple pads of paper, extra pens and pencils, post-its, scissors, highlighters








Mailing documents from the meeting:





The host will mail the following documents:





Mail to absent members designated in the mailing list as requiring paper copies of documents, all documents that are passed out at the meeting.


Mail to other absent members all documents that are passed out at the meeting that will not be placed on the Internet.


Mail to the J4 archivist, John Brieschke, clearly marked "FOR ARCHIVE", one copy of all documents that are passed out at the meeting that will not be placed on the Internet.
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