
Module 5 Preparing for Conversation Events
Logistics Checklist

	General logistics to check

	Logistics and venue

	Find ‘the right’ venue
	

	Check availability
	

	Check access
	

	Check Safety, Health, and Environment
	

	Check space
	

	Check equipment, facilities (e.g. toilets, tea/coffee equipment), and services (e.g. who will set up coffee/tea, lunches, etc.)
	

	Book and pay
	

	Determine modality

	Online (and check technical requirements)
	

	Face-to-face
	

	Resources and equipment

	Stationery (e.g. note pads, post-its, name tags, pens, flipcharts, markers, name tags, blue-tac, cellotape)
	

	Printed materials (e.g. posters, handouts, publications, questionnaires, surveys, feedback forms, registration forms, etc.)
	

	Presentation/technical supplies (e.g. projectors, lighting, microphones, PowerPoint slides, videos, animations, etc.)
	

	Tables, chairs, etc.
	

	Food, travel, and accommodation

	Catering and refreshments (consider dietary requirements and healthy options) and use local vendors
	

	Complete travel and accommodation/other logistical arrangement for facilitators, experts, participants
	

	Communication

	Communicate plans to relevant stakeholders, experts, participants
	

	Note-taking
	

	Note-taker appointed
	

	Check audio/video/photographic equipment requirements
	

	Logistics involving facilitators

	Human resources needed to assist with Conversation Event (e.g. other faciltators, volunteers, support service personnel, etc.)
	

	Brief each person concerning their role (what, when, where)
	

	Resources and equipment needed (create checklist and gather them, including any appropriate videos and other materials on AMR and Responsive Dialogues)
	




