Public Availability/ Poster Session Checklist
Site:____________________________________tc "Site\:____________________________________"
tc ""


MEETING PREPARATIONtc "

MEETING PREPARATION"
___
Meeting Date & Time
___
Video Camera/Tape

___
Meeting Location
___
Extension Cord


Rental Rate ________
___ 
3-Prong Electric Adaptor (several)

___
Seating Capacity ______________________
___  
Pointer for Projection Screen

Name __________________________________
___  
Extra Bulb for Projectors

Phone #  ________________________________

___
# of People Expected


ROOM ARRANGEMENTS 

___
Someone to Record Comments (record for each topic covered)
___  
Room Layout __________________________________


Yes ___ No___ 
___
Meets ADA standards


Staff or Contractors Name _______________
___  
Room Setup 

___
Translator Needed
___ 
Tables   ___ Chairs      Is There a Cost?___


Yes ___ No___ 

Who Does it?  You ___   Them____


Name ______________________________
___ 
Time Available _________________


Contacted/Confirmed ___ 
___  Set-Up Time ___________________


Rate _____
___  Must Vacate by Time ____________

___
Panel Members Who Will Participate
___  Security (meet prior to & day of)

___
Directions Distributed
___  Janitorial Services 

___
Basic Info. for the Event Given to Facility 

___  Restrooms Open 

___
Point of Contact for Facility Arrangements

___  Ventilation 


___
RPM

___  First Aid Supplies


___
Tox

___  Return Room to Original Condition


___
Hydro


 Who Does it?  You___ Them ___


___
State
___Telephone Access in Case of Emergency


___
Local Officials



___
Others


BASIC SUPPLIES

___
Prepare Meeting Evaluation Forms
___ Name Plates/Name Tags

___
Prepare Visual Presentation Materials 
___ Directional Signs

___
Set Dry Run Date and Location
___ Evaluation Form


​Date ___________ Time ___________
___ Copies of Most Recent Fact Sheets (and other handouts)


Location ____________________________
___ 3" x 5" Index Cards

___
Conduct Dry Run
___ Pens/Pencils 

___
Establish Ground Rules
___ Markers

___ 
Last Minute Review and Pep Talk for the Team
___ Easel/Flip chart




___ Poster Paper



ANNOUNCEMENT
___ Pad of Blank Paper (for each site team member, and extras)

___ 
Call All Key Community Contacts 
___ Masking Tape

___ 
Print Set of Mailing Labels 
___ Scissors

___ 
Prepare and Distribute Fact Sheet 
___ Business Cards

___ 
Prepare Press Release 
___ Plastic Drinking Cups ~ Pitcher


Release Date: ___________
___ One Yard of Strong Cord

___
Send Materials to Information Repositories 
___ Stapler



AUDIO- VISUAL EQUIPMENT


MEETING FOLLOW-UP

___  
Slide Presentation/Projector
___ Return Equipment

___  
Overhead Transparencies/Projector
___ Debriefing Among Meeting Participants

___  
Videotape Presentation/Television Set
___ Respond to Requests for Information

___  
Film Presentation/Projector Decor
___ Prepare/Distribute Meeting Summary

___  
Projection Screen
___ Prepare Meeting Evaluation

___  
Microphones (stationary &/or remote)
___ Prepare and Distribute Recommendations for Future Sessions

___  
Cassette Recorder/Tapes/Batteries
___ Add Meeting Attendees to Mailing List

___  
Press Hookup (for radio & TV mics)
___ Send Names & Phone #s to GPRA Contractor


___

35mm Camera/Flash/Film
