Public Meeting Check List
Site: _______________________________

MEETING PREPARATIONtc "MEETING PREPARATION"
___ Meeting date & time:__________________________

___ Meeting location: _____________________________


Name: ______________________________________ 


Phone #:____________________________________ 


Rental Rate: _________


Seating Capacity: _____________________________

___ Directions distributed:__________________________

___ Point of contact for facility arrangements

___ # of people expected: __________________________

___ Court reporter needed


Yes ___ No___ 


Name: ______________________________________


Contacted/confirmed: ____


Rate: ______

___ Translator needed


Yes ___ No ___


Name: ______________________________________


Contacted/confirmed: ____


Rate: ______

___ Panel members notified


___ RPM: __________________________________


___ Tox: ___________________________________


___ Hydro: __________________________________


___ State: __________________________________


___ Local Officials: ___________________________


___ Others: __________________________________

___ Prepare agenda

___ Prepare meeting evaluation forms

___ Prepare oral presentations

___ Identify Moderator/Facilitator:

___ Prepare Visual Presentation materials 

___ Set dry run date and location


​Date: __________ Time: _________________


Location: ________________________________

___ Conduct dry run

___ Establish ground rules

___ Last minute review and pep talk for the team

ANNOUNCEMENT

___ Call all key community contacts 

___ Print set of mailing labels 

___ Prepare and distribute fact sheet 

___ Prepare press release 


Release date: ___________

___ Sends materials to information repositories 

___ Prepare public notice 


Run date: (2-3 weeks prior):_____________________


Deadline: ___________________________________


Cost: _______________________________________


Purchase request prepared: ______


Copy sent to newspaper, Date: ________________

ADVANCE \d 3AUDIO-VISUAL EQUIPMENTtc "AUDIO-VISUAL EQUIPMENT"
___ Slide presentation/projector

___ Overhead transparencies/projector

___ Video tape presentation/television Set

___ Film presentation/projector

___ Projection screen

___ Microphones (stationary &/or remote)

___ Cassette recorder/tapes/batteries

___ 35mm camera/flash/film 

___ Video camera/tape

___ Extension cord

___ 3-prong electric adaptor (several)

___ Pointer for projection screen

___ Extra bulb for projectors

___ Power strip

ADVANCE \d 3ROOM ARRANGEMENTS tc "ROOM ARRANGEMENTS "
___ Room layout __________________________________

___ ADA standards met?

___ Room setup 


Who does it?  You ___  Them____

___ Time available: _________________

___ Set up time:___________________

___ Must vacate by time: ____________

___ Security (meet prior to & day of)

___ Janitorial services 


___ Restrooms open 


___ Ventilation 


___ First aid supplies


___ Return room to original condition


___ Who does it?  You___ Them ___

___ Lecterns

___ Table w/mic for handicapped

___ Telephone access in case of emergency

___ Press table

ADVANCE \d 3BASIC SUPPLIEStc "BASIC SUPPLIES"
___ Name plates/name tags

___ Directional signs

___ Copies of agenda/evaluation form

___ Copies of most recent fact sheets

___ 3" x 5" index cards

___ Pens/pencils

___ Markers

___ Easel/flip chart

___ Poster paper

___ Pad of blank paper

___ Chalk/eraser

___ Sign-in sheets

___ Masking Tape

___ Scissors

___ Business cards

___ Duct tape

___ Plastic drinking cups and pitcher

___ 1 yard of strong cord

ADVANCE \d 3MEETING FOLLOW-UPtc "MEETING FOLLOW-UP"
___ Return equipment

___ Debriefing among meeting participants

___ Respond to requests for information

___ Distribute transcripts/meeting minutes

___ Send thank you letters

___ Prepare meeting evaluation

___ Distribute recommendations

___ Add meeting attendees to mailing list

___ Send names & phone #s to GPRA contractor
