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Meeting Facility Checklist

Open Standards workshops typically are held at facilities near a participating project. The local host site usually assists the workshop administrative coordinator with logistical support for the workshop. Based on past experience, the following guidelines are strongly encouraged:

· Meeting location – within one or two hour drive from airport

· Meeting room light – the meeting room ideally should have windows and ample natural and overhead light that can be easily darkened for presentations

· Tables – Room should be large enough to accommodate tables for each team. Tables ideally are 42-48” round, although you may have to work with what the facility can provide (a U-shaped arrangement is an alternative).  Include one small table for facilitator and one rectangular table workshop materials.

· Comfortable chairs – folding card table chairs are very uncomfortable for long periods over three days; rent comfortable chairs if necessary.

· Electrical outlets – please be sure the room has a sufficient number of electrical outlets; we need to provide extension cords and power strips/adapters sufficient to provide power for all tables and the LCD projector.

· LCD projector, table and screen – needed for LCD projector, which is a critical piece of equipment for the workshops.  (Note: Some Efroymson workshops have provided LCD projectors and screens for each project team; while this is not always possible, it is ideal for team engagement during break-out sessions.)

· Breakfast – if a buffet breakfast is provided, please be sure to include whole grain cereals (e.g. raisin bran, shredded wheat) and yogurt as well as breads and fruits; a hot breakfast including eggs is ideal.  Facilitators and participants need protein to sustain a high energy level.

· Coffee, beverages and snacks – should be provided all day
· Field trip location – within one hour drive from meeting facility

· Able to provide beer & wine on site or at nearby restaurant before dinner
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