Public Meeting Planning

· Define meeting objectives

· Determine desired date(s)

· Determine meeting format and AV equipment needs

· Based on anticipated interest,  select/reserve meeting location

· Complete Pre-Meeting Information

· Prepare PRC for facilities 

· Follow Paid Advertisement Process (Minimum 45 days prior to meeting)

· Work with PAO on public news release

· Send news release to local, regional and national elected officials prior to public release with one POC (preferably PM)

· Prepare Information Paper (Optional) [internal, public meetings, elected officials]

· Follow Public Meeting Logistics list and assign duties

· Reserve needed equipment

· Prepare Meeting Agenda 

· Coordinate logistics

· Setup

· Sign-in-desk

· Media (coordinate with PAO)

· Presentation

· Tear down

· Prepare meeting  and other written comment summarization

· Mail out summarization to participants, interested publics, elected officials
