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Scheduling can be a
nightmare!

But it doesn’t have to be...
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* Use email templates

* Be careful to change pertinent
information

* Proof, proof, proof!

* Be persistent
* Follow up after a reasonable
time has passed

e Use alternate methods of
communication
* Meeting request form
* Phone call

W of Oregon Scheduling Appointments

"Oregon s b
250 Winter St. NE
Kate Brown, Govemor Salem, OR 97301-3950

(503) 378-4243
Fax (503) 588-7119

April 10, 2017

The Honorable Suzanne Bonamici

Attn: James Puerini, Scheduler

439 Cannon House Office Building

Washington, DC 20510

Dear James:

I would like to schedule a meeting with Congressman Bonamici or her staff and leaders of the Oregon library community.
They are visiting Washington, D.C. for the American Library Association National Library Legislative Day on May 2,
2017, and would appreciate a meeting between the hours of 9:00 a.m. and 4:00 p.m.

Among the topics they wish to discuss are:

1. Funding for the Library Services and Technology Act and other library programs at the Institute of Museum
and Library Services.

2. Support for improved school libraries.
Thank you for your assistance in this matter. I look forward to hearing from you.

Jessica
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* Don’t be afraid to go “old school

* Printed paper
* Pencil
e Sticky notes
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* From Access to Online
e Conference Rooms InfoGuide

* Online Booking Engine

* Self-Service & Customer Service
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State Library Conference Rooms: General Information

Available to the public, the State Library maintains two conference rooms for your next meeting or presentation. Learn more below!

General Information Location & Parking Reservations FAQs

* Access to detailed
information and pictures i
* Terms of Use
* Access to Online Booking
Tool

State Library of Cregon
Government Services
250 Winter St. NE
Salem, OR 97301
503-278-2484
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State Library of Oregon

Located on the Capitol Mall State Park in Salem, OR


http://libguides.osl.state.or.us/conferencerooms
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=] STATE LIBRARY OF OREGON

Day | Month | List | 4| » Wednesday. July 19,2017«

* Skedda.com
* Used free for 6 months then
upgraded to paid
* Allows complex booking set-up . v
* Conditional pricing
e Combined rooms .

* Allows users to book, or an =
Admin to book :
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Jessica Rondema

Executive Assistant to MaryKay Dahlgreen, State Librarian
jessica.rondema@state.or.us | 503-378-5015 | www.oregon.gov/osl

Follow Us @StatelLibraryOR on
Facebook | Twitter | Tumblr | Pinterest
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