Tool IV-4, Workshop Checklist
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Workshop Checklist


Issue advance notice


Identify POC


Record names, addresses, & telephone numbers of possible attendees


Arrange facility


Locate facility


Reserve date & time


Determine available workspace and furniture & furniture arrangement


Publicize meeting


Issue press release


Mail notices to callers


Identify facilitator(s)/speaker(s)


Establish protocol


Prepare & photocopy workshop materials
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