MEET & GREET SCRIPT

1. introduction. (tone: friendly, casual but professional).  I.e.:
Hi, my name is XXXX.  Welcome to the Rome Reborn booth.  Rome Reborn  is an international initiative based at the University of Virginia, to create digital models illustrating the urban development of ancient Rome.

The visitor may respond w/own introduction.  If not, ask his or her name (or look on the convention pass) & job/interests.
2. Chat: 
· explain your connection w/project is

· give brief spiel [TK], 
· if visitor doesn’t immediately volunteer interest, find out what aspect of RR visitor is interested in: technical, content, historical, scholarly, collaborative, academic/business.  
Please note that we are not allowed to solicit money directly at SIGGRAPH.

3. Hand-off visitor to BF/Kelly/Kim if appropriate or requested.  This may involve making an appointment.
4. Get basic info from visitor, either by swiping his or her pass or by getting a business card.  Suggest that they fill out a comment page in the notebook.  Hand out BF card if person seems interested].
Possible take-aways: (BF card), scratch pad, postcards, brochures (Rome Reborn, IATH)
Suggestions to keep things running: have a supply of BF cards, a couple of pens, and some scratch paper in a pocket or bag, so you don’t have to go look for them.  Delegate someone to monitor the supply of hand-outs and restock if necessary.  
General etiquette: Keep the booth clean and neat, don’t eat in the public part of the booth, and take breaks.  When greeting people, look them in the face, shake hands firmly but not crushingly, smile, and be polite.  Try to look reasonably presentable.

Required objects for the booth
1. fishbowl or nice box for business cards
2. some kind of bag/passport-type holder for greeters
3. BF business cards to hand out to interested people

4. card/placard w/schedule of presentations

5. small stand for schedule (IATH has)
6. color printer for control booth (DA has)
7. 8.5 x 11 paper for printer

8. extra toner

9. pens/pencils 
10. small sticky pads for staff and/or scratch pads for notes
11. 3-ring binder comment book

12. 3-hole punch

13. Hand sanitizer

14. Locked cabinets to store purses, wallets, etc.  

required printed stuff
1. schedule

2. template for comment book

