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SAMPLE MEETING CHECKLIST
Pre-Event Facts

Guarantee Number _____

       Set Number
_____

Reserved Tables _____

On-Site

· Introductions

· Locate coat room, restrooms, telephone, announcement board

· Review specific requests & event schedule

· Check restroom care, coatroom cleanliness, common spaces, etc.

· Safety walk through entire venue

· Identify emergency exits and ensure they are barrier-free

Supplies & General Needs
_____
Receipts

_____
Meeting fund

_____
Nametags with a supply of extra tags & holders

_____ 
Ribbons

_____
Writing instruments
_____
Tape 
_____    Scissors, tacks, stapler, pins
_____
Paper clips, binder clips, rubber bands
_____
Charge vouchers

_____
Attendee lists

_____
Copy of announcement & biographical information for speaker
_____
Programs

_____
Membership applications

_____
Additional handout material & upcoming event information

_____
Speaker presentation, welcome presentation, tax update, etc. on flash drive
_____
Signage, stands, clipboards


_____   
List of new members in attendance for president 
_____   
Reserved signs for sponsored or other tables (with logo when possible) 

_____
Sponsor signage 

_____    Complimentary registrants from sponsoring organization(s)

_____ 
Sponsor PowerPoint slide

_____    Easel

_____    Prep post-meeting survey and delay delivery for sending at the time the meeting ends
_____
Speaker and/or honoree gifts 

Continuing Education Supplies
_____
Pencils

_____
Sign in sheets & 
_____    Certificates of completion 
Board Meeting
_____
Packets

_____
Board roster and attendance information
_____
Copy of bylaws

Immediately Following Event
_____
Post materials online

_____
Reconcile / Charge / Deposit / Invoice

_____
Speaker thank you letter
_____    Minutes to Board w/in 1 week of mtg

_____    File continuing education credit post-event report within one week of event
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