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Suggested Pre-Program Checklist

Adapt and revise this suggested checklist to meet your needs.

1. Review needed AV equipment based on any Speaker requests and/or Program Needs
a. LCD projector 
b. Laptop computer – if using a Mac, be sure you or the speaker have the required adapter to plug the Mac into LCD projector 
c. DVD player – if using DVD drive in computer, be sure to have speakers that can project sound loud enough for the room
d. Internet Access & speakers – if using TRICARE online presentation
e. Laser pointer
f. Hand held remote for advancing slides
2. Confirm hotel reservations with hotel or confirm that speaker is making his/her own hotel reservations
3.  Have name tags for each person and for each speaker.   If you have VIPs at the training, is there something you want to do special for them? 
4. Take office supplies
a. Pens/pencils
b. Highlighter
c. Scissors
d. Paper clips
e. Markers - permanent and dry erase. 
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