HMM Café PREPARATION CHECKLIST


Session Topic:

                                                         _   

Facilitator/Trainer:  
_____________________________

Date: 


_____________________________

Time: 


_____________________________

Location:  

_____________________________
	Task
	Who is responsible
	Target completion date
	Actual completion date


	Comments

	Coordinate facilitator(s)


	
	
	
	

	Develop session content and format
	
	
	
	

	Send announcements

· First announcement
· Second announcement
	
	
	
	

	Confirm date/time
	
	
	
	

	Assign pre-work
	
	
	
	

	Send reminder notices
	
	
	
	

	Confirm facilitator commitment

· One week before the session
· Day before the session
	
	
	
	

	Reserve space

· Number of people okay?
· Room set-up okay?
	
	
	
	

	Reserve equipment

· Computer connection

· Overhead projector

· VCR/TV

· Videoconferencing equipment
	
	
	
	

	Prepare materials

· Name tags

· Handouts
	
	
	
	

	Arrange for catering

· Breakfast/lunch/snacks
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


