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Fun with meeting planning! 

By Sean Kennedy, Press Staff Writer 

Organizing a garage sale was one of the most fun experiences Dana Espinal has ever had.  
 
At least, when it came to the organizing part. 
 
“They say one man’s junk is another man’s treasure, and at that event, it was definitely true,” said Espinal. 
 
Of course, it was no ordinary garage sale: It was a designed sale featuring leftovers from interior decorators in 
Tulsa, with funds going to benefit the Tulsa Library. 
 
“The designers sold off their leftovers at the end of the year,” said Espinal, who is now director of marketing 
and public relations for Northeastern Oklahoma Community Health Centers. “There was a smorgasbord of 
products for sale.” 
 
Today is Meeting Planner Appreciation Day, and people who plan meetings are getting a little extra pat on the 
back. 
 
Carol McKiel, Cherokee County Community Health Coalition coordinator, is hard at work planning the 
group’s annual meeting – and she’s hoping to get a free lunch for this unexpected holiday. 
 
“The first thing I do when planning a meeting is select a date,” said McKiel. “If you don’t have a date, it’s hard 
to make sure a site is available for that date.” 
 
The critical part, of course, is securing a location that has everything the event requires, from size to accommo-
dations. 
 
“I tell people they need to call at least a few months in advance,” said Lynn Howard, director of the University 
Center at Northeaster State University. “We’re busy constantly, even during the summer, and I have people 
who are surprised when they call two weeks out and find out we’re full.” 
 
Howard’s office is in charge of scheduling for the UC, public areas in the NET Building, and public areas in 
the Alumni Center. 
 
“We also do a lot of equipment deliveries. We’ll drop off chairs for commencement on Saturday [May 6], and 
we have some tables that are available for rent,” said Howard. “We’re not meeting planners, necessarily, but 
after doing this for so many years, we’ve picked up a few things and can help people organize an event.” 
 
That space includes anything from a classroom-sized meeting room to larger facilities like the Herb Rozell 
Ballroom. 
 
“The ballroom is a huge room that can be divided into three separate rooms,” said Howard. “We’ve held a lot 
of wedding receptions there. Another nice feature of the ballroom is the terrace, which is great when the 
weather’s nice.” 



When planning a meeting, location and accessibility are essential for Espinal. 
 
“You want a place that is accessible and easy to get to,” she said. “You want to check dates and times that work 
for those in attendance, and look at what kind of budget you have to work with, to see if you have to rent a loca-
tion.” 
 
Espinal has planned numerous conferences and events for non-profit organizations and does all the event and 
meeting planning for NEOCHC. 
 
McKiel’s current project – putting together the big meeting for the Community Health Coalition – is moving 
along, as she’s trying to hammer down a final location. She’s also working to get the word out about the event, 
to let the community partners know it’s happening. 
 
“You need to show them how the meeting matches their agenda,” said McKiel. “You also have to get their peo-
ple engaged so they want to attend the meeting.” 
 
General publicity of a meeting is also important, as well as framing it in a context that will attract the attention of 
the public, said McKiel. 
 
For McKiel, the most difficult part is actually getting people into their cars and going to the meeting. 
 
“That’s a huge barrier,” said McKiel. “You have to present a good enough program that they will want to go.” 
 
Food is one way to entice people to show up, which means planning a menu. That’s generally not the difficult 
part, though. 
 
“Trying to figure out how much food to have is the hard part,” said McKiel. “I’ll plan for 1,000 and have four 
show up. Planning the menu isn’t too bad because I deal with health issues, so we have good food that’s good 
for you.” 
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