AMEDF BASIC WORKSHOP

EQUIPMENT, MATERIALS, & FACILITIES CHECKLIST

A.
EQUIPMENT:

· PC with seminar loaded
· PC projector

· Screen

· Portable microphone & sound amplification

· PC remote control

· Video player & sound amplification for video segments
· Access to power for equipment
· Projection & PC table

· Registration table

B.
MATERIALS:

 of families

 of seats
· Registration list to check off attendees with # of families AND # of seats
· AMEDF table banner
· Writing instruments for attendees

· Seminar workbook per family
· Consumer Information Catalog insert

· Evaluation & Session 2 Registration insert

· About Session 2 inserts

· Tax Benefits inserts

· AMEDF Disclaimer inserts

· Water for speaker

· Signs for posting in walkways

· Tape for signs 

· Outdoor stake signs for larger facilities like a college campus

· Paper towels for cleaning

C.
FACILITIES

· Location well known and easy to get to
· Start time appropriate for area
· Parking close and available

· Size adequate for seating (not too large or small)
· Seating arranged
· Lighting controls available
· Doors unlocked

· Direction and notification to facilities personnel about program

· Ending time requirement checked
· Separate area for registration
· Restrooms available and unlocked

· Noise conflicts checked
· Event conflicts checked

· Facilities requirements checked (insurance certificate, application, etc)
