ISAC Meeting Room Policies

The Iowa State Association of Counties (ISAC) is excited to provide expanded meeting space for our membership.  The ISAC office is located at 5500 Westown Parkway, Suite 190, West Des Moines, IA 50266 and is within a short distance of many restaurants, hotels and retail. The ISAC office offers four flexible meeting rooms from which to choose and is the ideal setting for small to mid-sized meetings, trainings and workshops.
Reservation and use of the ISAC meeting rooms is complimentary, but is limited to ISAC members and affiliates.  The ISAC meeting rooms are available for use Monday-Friday during regular ISAC office hours.
Reservations on are on a first come, first served basis and can be made up to six months in advance.  Meeting rooms will be assigned based on group size and availability.  To reserve a meeting space, please call 515.244.7181 and ask for Stacy, Mindi or Tammy. They will be happy to assist you with your meeting planning.  
When calling to make your reservation, ISAC will need the following information to reserve your meeting: 

· Meeting name

· Date(s) of meeting

· Start and end time of meeting

· Expected number of attendees

· Contact person’s name, phone number and email

· Food/beverage needs

· A/V and/or conference call needs

The ISAC meeting rooms are in heavy demand. If your meeting is canceled, please contact ISAC as soon as possible so that the space can be made available to others.  Failure to notify ISAC that a meeting has been canceled could be cause for refusing future requests by that group for meeting room space.

Room Availability and Capacities:

Meeting Room A
Hallow square set for 34-36 people
Meeting Room BC 
Hallow square set for 24 people
*Room contains a partition wall, so please indicate if you need both rooms.

Meeting Room B 
Hallow square set for 12 people

Meeting Room C
Hallow square set for 12 people

Meeting Room D
Conference set with board table for 10 people
The standard room set for all the meeting rooms is hallow square, except for Meeting Room D which cannot be changed. Any special table or seating arrangements shall be the responsibility of the group using the meeting room. When the meeting is concluded, the group is responsible for returning the meeting room furniture back to its original setup.
All meeting space includes:

· Wireless Internet access 
· LCD projector

· Screen

*Please provide your own laptop computer, cords and any other equipment/supplies that you will need for your meeting.
Conference calls can be arranged for your meeting for a fee.  Please contact the ISAC staff a minimum of one business day prior to your meeting to make these accommodations. The ISAC conference call service is currently 11 cents per minute and is billed per user for the actual minutes used. It is the responsibility of the meeting contact to notify their meeting attendees of the conference call instructions. ISAC will invoice the meeting contact or group following the meeting with these fees.
Please do not use nails, tacks, glue, tape or other adhesives on the meeting room walls, furniture or equipment. Each group is responsible for tidying up and taking care of their trash after the meeting. Each meeting room has a trash receptacle for the group’s convenience.

Food and beverages are allowed in the ISAC meeting rooms. ISAC will provide each meeting with ice water and coffee. Please confirm your food arrangements with ISAC at the time of your meeting room reservation.  ISAC can provide a list of preferred restaurants for food delivery that will fit within your meeting’s schedule. If you prefer to go out to lunch, ISAC has a list of nearby restaurants available as well.  All catering orders must be arranged a minimum of one business day prior to your meeting and must be delivered to the ISAC office. The ISAC staff is unable to pickup any orders. Payment for food delivery is the responsibility of the meeting contact and/or group using the meeting room. ISAC also offers limited kitchen facilities including a sink, refrigerator, microwave, and soda vending machine if you prefer to have your meeting guests bring their own lunch.
Please remember that other meetings may be going on during your meeting time and that ISAC is a working office environment.  To help control noise levels, please have meeting guests use the following private locations (if not in use) to take all cell phone calls: staff break room, Meeting Room D or file room.  Please ask an ISAC staff member if you need assistance finding one of these locations.  Please note that the hallways, kitchen, and the reception area are not considered private locations. 

Thanks so much for your cooperation. We want to ensure that your meeting runs as smoothly and effortlessly as possible.  Thanks again for holding your meeting at the ISAC office. 

Breakfast and Lunch Catering/Delivery:

Panera Bread – West Des Moines
Contact: Larissa, Westown Café 
Phone: 515.221.0888
Catering Menu: http://www.panerabread.com/pdf/viamenu.pdf
Bruegger’s Bagels – Clive 
Contact: Gina Tolley, iacatering@brueggers.com
Phone: 515.230.7701

Catering Menu: http://www.brueggers.com/documents/Brueggers_Catering_Menu.pdf
Gateway Market – Des Moines

Contact: Kelly Crosby, catering@gatewaymarket.com
Phone: 515.422.5108

Catering Menu: http://www.gatewaymarket.com//gwy_catering_menu4.19.11.pdf
In the Bag – Des Moines

Phone: 515.222.9338

Catering Menu: http://www.inthebag-lunches.com/FullMenu.pdf
Jason’s Deli – West Des Moines
Phone: 515.222.9797

Catering Menu: http://www.jasonsdeli.com/files/pdf/catering/dmieastcg.pdf
Godfather’s Pizza – West Des Moines
Phone: 515.226.8880
Online Ordering: http://www.godfathers.com/store_locator/DisplayMap.asp?StoreID=337663
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