POWERFUL
AT LOGISTICS CHECKLIST

Staging

Oo0o00o

a
a
a

Welcome Signage

Platform

Lectern

Table

o Formal: Draped table for panelists

o Informal: Side/cocktail table

Comfortable chairs that don’t squeak

o Informal: Tall bar stools with back and no swivel or director chairs
positioned in a shallow semi-circle.

Water on table (clean glasses & pitcher of water OR bottled water for each)

Pens and pads of paper for each panelist

Lighting: House lights should be half to two-thirds up.

Audience Seating
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Can each audience member see the front?

# of chairs appropriate for the size of the audience?

Too many chairs set, get rid of the chairs or tape off the back rows
Consider audience-centered seating:
http://www.extraordinaryteam.com/audience-centered-seating-for-your-
presentations/

Audio/Visual
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Projection screen is set to the left (downstage right)

Laptop and data projector are connected and tested

Slideshow is loaded

“Clicker” works

All microphones have fresh batteries and are working so that the person in
the back of the room can hear

Microphone stands are set in strategic places in the room

Moderator Personal Items
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Dressed appropriately/different color than backdrop
Notes/index cards

Agenda cards for each panelist

Backup agenda cards for each panelist
Clipboard/pen

Headset (if you have your own)

Music

Backup on slides on a flash drive

Handouts
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