Public Meeting Logistics

Assignments

1.   Meeting rooms

2.   Motel accommodations

3.   Transportation

4.   Coordination for participants

5.   Invitation for DE

6.   Invitation for Chief of Planning

7.   Coordination with cooperating agencies & appropriate officials

8.   Coordination with Division

9.   Coordination with PAO 

10.  Notification letters

11.  Advertisements: radio/newspapers/TV

12.  News release(s)

13.  Meeting room setup

a. Water Service

b.  Lighting controls




c. HVAC  controls

14.  Meeting format

15.  Graphics

16.  Registration/mailing list sign-up

17.  Comment cards

18.  Note takers

19.  Handouts (brochures, newsletters, extra videos, etc)

20.  Program /agenda

21.  Directional signing

22.  Name tags and name plates

23.  Equipment




AV equip


Public Address system


Chairs/tables


Flip Charts


Markers


Easels


Tape

