LRIG Meeting Prep List

	
	Bring

	
	scotch tape

	
	cookbook holders and boxtops for signs

	
	signs – thank you sponsors

	
	postcards

	
	invoice/receipts for table fees

	
	officer tags

	
	name tags

	
	stapler

	
	measuring tape

	
	rubber bands

	
	laser pointer

	
	mechanical pointer

	
	scissors

	
	thumbtacks

	
	Thank you & announcements note for Chair to read

	
	Poster stands

	
	Poster board

	
	external monitor, hookups and electric to showcase web site

	
	Speaker presentation abstracts

	
	Speaker bios

	
	extra meeting announcements to hand out as agendas

	
	PalmPilot notes

	
	bowls for trinket give-aways

	
	electric extension cords

	
	outlet strips

	
	duct tape

	
	masking tape

	
	LRIG logo banners (2) & foamboards (3)

	
	


	
	Arrange for (if needed)

	
	Poster stands

	
	Poster boards

	
	Slide projector

	
	Projector screen

	
	Laser pointer

	
	VCR

	
	big screen TV

	
	LCD projector for PC

	
	overhead projector for transparencies

	
	Thank You poster for Food, refreshments, mailing sponsor

	
	Coat racks and hangers


	
	Check for

	
	Speaker presentation abstracts

	
	Speaker bios

	
	Speaker a/v needs

	
	meeting room number of seats

	
	food and beverages capacity


