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ARCHITECTURE WEEK OPEN HOUSE PROGRAM
DAY of Week, Month Day, Year (Time)
In conjunction with AIA NEI and as a part of Architecture Week (Month xx – xx) Company Name is hosting an open house on (When) for students (and their parents) from (where) High Schools who may be interested in architecture as a profession.
We have asked each school to provide a list of the students who will be attending by the end of the day on Day of Week , or early on Friday, at which time we’ll know how many guests to expect. For now, assume 3 from each school with 1 parent per student for an estimated maximum number of guests___________ .
PROPOSED AGENDA
6:00-6:15 Set-up (Los Angeles Room +)
· Set-up Welcome table with nametags, Los Angeles Room with projector/screen and refreshments, walk-thru 1st & 2nd floors looking for last minutes straightening up.
6:15-6:40 Welcome/Gathering (Lobby/Los Angeles Room)
· Welcome/sign-in our guests, provide name tags, ask them to enjoy refreshments in Los Angeles Room while others arrive. Point out coat rack and toilet room locations.
· Mingle with guests in Los Angeles Room. 
· Have a few easels set-up in Los Angeles Room with Darien and Chicago offices images. 
· Have welcoming slide and project images showing on big screen.
6:40-6:50 Office Tour (1st/2nd Floors)
· Introductions/Overview of agenda
· Divide into 2 groups and provide a walking tour of the office, excluding the roof and lower level. Group A can start 2nd floor and Group B can start on the 1st floor. 
· Besides pointing out the various rooms, mention our commitment to sustainable design and some of the visible sustainable features of the building such as
· Low VOC materials (paint, wheat board, adhesives, cleaning program)

· Rapidly renewable materials (wheat board)

· Natural light & exterior views for all occupied areas

· Water conservation (low flow fixtures, dual flow toilets)

· Green roofs (Light colored & vegetated)

· Site design (rain gardens, reduced parking spaces, native plantings)
6:50-7:15 Presentation (Los Angeles Room)
· Introductions/Resumes 
· PowerPoint presentation on “Is Architecture for Me”
7:15-7:30 Question & Answer (Los Angeles Room)

· Question & Answer 
· Thank you & good night 
7:30-7:45 Clean-up/Departure

