
332

Index

A/V equipment, 147, 188
Able Masters, 4, 6
Academy Royal, 4, 6
accommodations, 120, 122, 134, 

142–43, 145, 147–48, 153–54, 
156, 172, 188–89, 192, 195, 197, 
214, 227, 247, 311

accounting, 121, 134, 179, 186, 194, 
310–11

acknowledgment letter, 214–15
ad hoc events, 61
affi nity grouping, 105, 295–97, 

300–305, 331
Allen, Christopher, 42–43, 330
Allen, David, 125
Amplifying Your Effectiveness, 

101, 331
announcements, 122, 135, 176, 

251–56, 259, 280, 283
appreciations, 218, 291–92

private, 293
public, 293

Art of Hosting, 5, 18, 330
assumptions, xiv, 19, 64, 79, 301–2
attendance sheet, 97, 280, 283, 318, 

321–22
attendee

database, 125–26, 212–14, 246–48, 
311

pairs, 88, 262

photographs, 21, 85, 213, 227–28, 
230, 246–48, 255

preparation, 208, 216
attendee-driven conferences, 42, 52
audio recordings, 237, 282
audiovisual equipment, 155

badges, 126, 188, 213–14, 226, 245, 
248–49, 254–55, 283

dots, 249, 255
birds-of-a-feather sessions, 34
bottom-up, 41–42, 67
breakout sessions, xi, 37
Briggs, Katharine, 267
British Post Offi ce, 5
buddy system, 15, 88–89, 240, 

262–66
budget review, 193
budgeting, 118, 121, 133, 180, 

185–90, 193–97, 208
building community, 4, 18
business meeting, 147, 152, 218, 

220, 248, 293, 311

café tables, 15
catering manager, 152
cell phone coverage, 147
CERN, 63
Chaucer, 105
chime, 236–38, 251, 255, 287, 290

Churchill, Winston, 89
classroom seating, 232, 239–40, 263
cleanup, 216, 284, 309
closure, 22, 61, 99, 294, 296
communication modes, 20
communities of practice, 64
community-building, 53–54
computers, 147, 155–56, 205, 239, 289
conference

announcer, 122, 217, 251
coordinator, 114, 121–22, 125–27, 

133, 135, 158, 193–94, 200, 214, 
216–17, 242, 245, 251, 280, 282, 
317

duration, 85, 117, 119, 137–38, 
140–41, 164–65

facilitation, 72
fee, 179–80, 190, 193, 213, 245, 249
format, 6, 17–19, 34–36, 43, 101, 

117, 256, 294, 300
hierarchy, 45, 48, 79
host, 121, 126–27, 180, 200–1, 

213–14, 216
logbook, 241
marketing, 30, 50, 117, 119, 121, 

132–33, 135, 154, 156–57, 176, 
178, 208

marketing materials, 16, 119, 121, 
127, 133, 152, 156, 158, 163, 
167, 176–80, 192, 199–200



333

Index

preparation, 52, 117
roles, 47
site facilities, 147, 152
size, 33, 135–36, 164–65
tasks, 111–12, 117, 119–20, 216–17, 

309
theme, 94, 117–18, 127, 136–37, 

178
trance, 167, 253
venue, 121, 127, 142–44, 146, 148, 

158
welcome, 164, 226, 231, 240
when to end, 139–40
when to start, 138

conferring, ix, 13–14
conferring legitimacy, 4, 10, 17
confi dentiality, 36, 44, 80, 82–83, 

259, 282–83
consensus, 40, 54, 123, 304–5, 318
consensus-building, 104
continuing education, 8, 23
Continuing Education Units, 17, 

39, 177
Corrigan, Chris, 96, 331
creating community, 69
credit card payments, 193

database. See attendee, database or 
vendors, database

de-emphasizing status, 45
Derby, Esther, viii, 101, 123
determining your audience, 136
digital music player, 235, 238–39
digital recordings, 282–83
digital timer, 235, 238
directions, 147, 155, 157, 180, 200, 

214–15, 220, 226–27, 255, 266
discounts for early registration, 

180, 191
discussion

focused, 105, 295–97, 305–7
informal, 36, 100, 105, 220, 

295–97, 299, 301, 306–7
questions, 298–99

Doctorow, Cory, viii, 67, 330
Drucker, Peter, 102

early registration discount, 180
edACCESS, viii, 51, 78, 178, 276, 

325, 328
EDUCOM, 28
elevator pitch, 29, 38

Eleven Plus, 7
Eliot, T. S., 65
Emery, Dale, 114, 331
entertainment, 122, 135, 147, 156, 

167, 189, 204
evaluations, x, 24, 89, 103, 122, 161, 

208, 218–19, 278, 284, 309, 311, 
325, 328

Everyday Democracy, 5, 15, 53, 330
everyone standing sit, everyone 

 sitting stand, 83, 256, 260
Everything Is Miscellaneous, 11, 

44, 67
exhibit space, 151, 199, 201–3, 285
expense budget, 189–90
expenses checklist, 188
extrovert, 27, 53, 238, 267

face book, 21, 85, 126, 135, 156, 205, 
208, 212–13, 227–34, 246, 248, 
265–66

draft, 205, 248, 255, 262, 265
headshots, 228
notes, 230, 232, 234, 248, 255, 262
photographs. See attendee, 

photographs
printing, 230

FileMaker Pro, 126, 204, 212–13, 
247

fi lter-then-publish, 49
fi nance committee, 121, 133, 200, 

216
FlexTime, 236–37, 239
fl oor plan, 201, 216, 231
focused discussion. See discussion, 

focused
food and refreshments, 121, 132, 

147, 151–53, 161, 189, 195–97
food service, 121, 132, 145, 154, 161, 

202
Four Freedoms, 76, 80–81, 83, 234, 

248, 258–59, 313, 331
frustrated peer sessions, 275
furnishings, 188, 215
Future Search, 18, 53–54, 330

Gause, Donald, 80, 313, 331
gifts, 122, 135, 140, 151, 293
giving thanks, 291, 293
go-around, 105, 295–301, 318–19
Gordon Research Conferences, 

35–36, 330

greeting attendees, 243
Gross, Stan, 115
ground rules, 43, 60, 68, 76, 78, 

80–83, 258–59
group decision making, 49
group spective, 52, 61, 70, 101–5, 

135, 139–40, 164–65, 220, 257, 
287, 294–97, 300, 305–7

hand cymbals, 238, 251
handouts, 10, 25, 155, 217, 247–49, 

255, 271, 280, 311
Heylin, Peter, 70
Holt, John, 31
House, James, 74, 330
housekeeping information, 253

icebreakers, 15
ice-cream social, 204, 267
informal discussion. See discussion, 

informal
insurance, 147, 157, 188
Internet availability, 147, 154
introvert, 267, 297
Invisible Clock, 239, 331
iPod, 237, 239, 282
issue activism, 4, 18

Jarvis, Peter, 66

Karten, Naomi, viii
Kelly, Kevin, viii, 41–42, 330
Kerth, Norman, 80, 104, 294–96, 

313, 331
keynote trap, 124
keynotes, ix, 26–27, 71, 75, 140, 166, 

177, 189, 219

leadership, 40–41, 113–14, 331
letter to myself, 290
listservs, 178
Long-Range Studies Department, 5

Main Room, 149–50
Mann, Merlin, 96, 331
marketing materials. See conference, 

marketing materials
Marlboro College, xi, 23, 28, 78
MBTI, 267
meals and refreshments. See food 

and refreshments
meta-questions, 69–70



Index

334

microphones, 122, 147, 155, 188
Mill, John Stuart, 49
minimum room dimensions, 149, 

324
model conference schedules, 168
modeling appropriate conduct, 66
multiple event digital timers. 

See digital timer
Myers, Isabel, 267
Myers-Briggs Type Indicator, 267

nontraditional conference venue. 
See conference, venue

notice boards, 147, 150, 155, 240–41, 
269

novelty, 71–72, 145

On Liberty, 49
online

conferences, 6
evaluations, 218–19, 309
registration, 200, 212, 214

on-site registration. See registration, 
on-site

Open Space Technology, 5, 48, 
50–53, 96, 330

openers, 15, 70
organic model, 113
Osborn, Alex, 49

pair/triad interviews, 15
panelist, 16, 47, 64, 93, 96, 166, 188, 

211, 268, 270–71, 314–15, 317
parking, 147, 154, 226
peer conference

assumptions, 56
defi nition, 56
end goals, 57
process, 59–61
process goals, 57
scope, 58

peer session, 37, 55, 68–71, 90–91, 
93–94, 96–98, 118, 129, 133, 
138, 140, 147, 150, 152, 155, 
158, 164–66, 177, 205, 218, 
220, 226, 232, 241, 252, 255, 
257, 267, 269, 270–72, 274, 
276–78, 280, 282, 289, 316–19

determination, 90–91, 93–96, 
273–76

Facilitation handout, 97, 248, 255, 
280, 318

facilitator, 61, 93–94, 97, 218, 252, 
268, 270–71, 275, 278, 279, 280, 
282–83, 286, 316, 318

notes coordinator, 282
Primer handout, 96, 248, 255, 

280, 316
room seating, 242
running, 96, 279
schedule, 208, 242, 278
scribe, 61, 93, 97, 135, 218, 268, 

270–71, 278, 280, 282, 314–18
sign-up, 48, 70, 84, 89–91, 93–94, 

96, 98, 138, 140, 147, 150, 155, 
163–65, 168, 217, 240, 266–67, 
269–72, 274, 281

sign-up instructions, 315
sign-up sheet, 36, 50, 61, 91–94, 

96, 150, 155, 205, 240–41, 267, 
268–72, 274–78, 281, 314, 317

staffi ng, 278
topic recap, 165, 281

permissions, 283, 321–22
personal introspective, 61, 68, 70, 

100–3, 135, 139–40, 164–65, 
218, 220, 257, 286–91

questions, 102–3, 287, 290–91, 
323

photographs. See attendee, 
photographs

photography, 217, 255
plus/delta, 105, 295–99
post-conference tasks, 309
poster sessions, 34–36
posting peer session notes, 282
pre-conference

meal, 188, 225, 242
registrar, 121–22, 125, 135
registration, 121, 125, 211, 229, 

231
pre-conference tasks, 207, 216, 331
pre-planned sessions, 4–5, 47, 119, 

177
presenter, 5, 10, 12–13, 16, 20, 

24–25, 27, 34–35, 40–42, 45–48, 
61, 64, 71, 74, 93, 96–97, 119, 
141, 166, 268, 270–71, 275, 
277–79, 311, 314–15, 317–18

price structure, 180, 200
printing, 155–56, 178, 186, 188, 

195–97, 211, 228–30
privacy, 36, 43, 285
professional development, 8, 17

program, 4–5, 8–9, 13–14, 20, 22, 
24–27, 35, 55, 61, 64, 66, 71–72, 
90–91, 93–94, 96, 117–18, 121, 
127, 141, 156, 163, 166, 176–77, 
202, 209, 252, 256

development, 121, 127
tracks, 55, 96, 276–77

program trap, 39
promotional items, 120, 122, 135, 

151, 188–90, 210–11, 227, 245, 
249, 293

promotional materials. See confer-
ence, marketing materials

prospective, 105
publicity, 121, 126, 177
publish-then-fi lter, 49–50
Putnam, Robert, viii, 73–74, 330

questions. See roundtable, questions; 
personal introspective, ques-
tions; discussion, questions

getting answers, 12

raffl e, 21, 139, 165, 204, 307
Red Sweater Software, 236, 239
refreshment break, 132, 147, 150, 

152, 165, 175, 278, 283
refund policy, 179, 191, 193, 200, 216
registration

attendee form, 211–13
fee, 190–92, 195
online. See online, registration
on-site, 122, 147, 150, 164, 215, 

226–29, 242–43, 245, 248
vendor form, 191, 200–1, 203

registration database. See attendee, 
database

repeat conferences, 194, 261
retrospective, 104
risky learning, 65–66
Roman voting, 123
roundtable, xi, 15, 25, 30, 43, 51–53, 

60, 68–69, 76, 78–80, 83–91, 96, 
98, 122, 135, 138, 140, 146–47, 
149–50, 155, 163–65, 177, 205, 
214, 219, 226, 230–42, 248, 
254–58, 260–67, 269, 274–75, 
287, 290, 299

facilitator, 76–77, 83, 85, 217, 256
layout, 232
length, 164–65, 235
process, 48, 58, 68, 76–77



Index

335

questions, 60, 76–77, 83, 89, 232, 
234, 240, 248, 258, 260–62, 
264–65, 267

questions card, 260, 267, 320
scribes, 77, 84, 135, 217, 232, 234, 

260–62, 265
seating, 232
setup, 231
simultaneous, 58, 88–89, 149, 

165, 231, 239–40, 258, 260, 
262–63, 265–66

size, 88
wrap-up, 266

safe learning, 65
safety, 76, 80, 82, 102, 258–59, 289
sample budgets, 194–97
sample conference evaluation form, 

325, 328
Satir, Virginia, 14–15, 67, 80, 313, 

331
scheduling peer session topics, 

276–78
schwag. See promotional items
seed questions, 54
Shirky, Clay, viii, 33, 49, 90, 330
signage, 151, 226, 309
sign-up sheet. See peer session, 

sign-up sheet
simultaneous roundtables. See 

roundtable, simultaneous
site

coordinator, 121, 125–27, 132, 
211, 214, 216

map, 147, 247, 255, 311
preparation, 122, 134–35, 188, 

209, 216, 225
requirements, 142, 146
selection, 121, 126, 209
visit, 121, 124, 126, 132–33, 148, 

151–55, 158–59, 201, 208–9, 
227, 241

small group discussions, 35, 37
SMART goals, 102
social knowledge, 12, 31, 34, 42, 64
socializing, 6, 91, 132, 147, 151, 167, 

192, 272
speakers, ix, 27, 31, 36–37, 47, 71, 

98, 124, 134, 141, 166, 176–77, 
188–89, 211

spective. See group spective
speed dating, 86–87
sponsorship, 8, 133–34, 178, 180, 

186, 189, 192–93, 195, 204, 210, 
213, 248, 253–54

start-up funding, 186
staying on time, 76, 80, 82–83, 251, 

255, 258–59
steering committee, 25, 51, 66, 

111–15, 124–27, 132–36, 
154–55, 158–59, 166, 175, 
178–79, 186–87, 191, 193–94, 
197, 199–201, 207–10, 213–14, 
216, 218, 225–26, 228, 242–43, 
249, 252, 254–56, 272, 282, 
284, 286–87, 293, 309–10

meetings, 116–24
study circles, 15
SurveyMonkey, 218, 331
swag. See promotional items
synergy, 70–71

Talking Stick Ceremony, 52
target audience, 25, 111–19, 127, 

136–38, 143, 176, 179, 211
Three Questions. See roundtable, 

questions
Time Now Corporation, 239
timekeeper, 77–78, 85, 122, 217, 

232, 234–35, 238, 251–52, 254, 
265, 287

timekeeping, 85, 234–36, 239, 262, 
264

timeliness, 25, 46–47
Timsha Bells, 251
top-down organization, 40–41
topic

degree of interest, 85, 93, 267, 
269–71

suggestion, 90, 91, 93, 270, 274
topic sheets. See peer session: 

sign-up sheet
topic sign-up. See peer session: 

sign-up
traditional conference sessions, 35, 

61, 71, 74, 120, 147, 151, 163, 
166–67

trainings, 3, 5, 8, 20–21, 27, 30
transparency, 45
travel arrangements, 157, 180

treasurer, 121, 125, 134, 187, 193, 
213–14

two roundtables. See roundtable: 
simultaneous

unconference, 5, 48, 50, 52–53
unpaid registrations, 214

vendor registration form. See 
 registration, vendor form

vendors
coordinator, 122, 126, 151, 158, 

191, 199–201, 203, 215, 218, 
231, 282, 284–86, 310–11

database, 204
exhibit, 126, 134, 140, 147, 151, 

155, 158, 166, 178, 188–91, 
198–204, 209, 213, 215, 230–31, 
248, 285, 310, 319

fees, 187, 191, 198, 200, 216
introduction, 202, 215, 218, 

284–85
mailing, 200
presentations, 151, 202–3, 220, 

231, 285
registration, 151, 191, 200–1
rules for, 286
soliciting, 122, 134, 199–201

volunteers, 61, 93–94, 112, 115, 120, 
125, 132, 179, 194, 198, 218, 
271–72, 278, 287, 305, 317

website, 97, 178–79, 188, 200, 207, 
212, 283, 310

committee, 133, 208–9
management, 120–21, 133

Weinberg, Gerald, viii, 80, 114–15, 
313, 331

Weinberg, Jerry. See Weinberg, 
Gerald

Weinberger, David, viii, 11, 44, 67
Wenger, Etienne, 64, 330
wiki, 12, 50, 97, 121, 127, 133, 155, 

179, 188, 196, 200, 205, 207–9, 
214, 219, 230, 234, 247, 266, 282, 
310–11, 331

management, 120–21, 133
re-factoring, 209

wikifarm, 179, 208
World Café, 5, 15, 18, 53, 330


