INSTRUCTIONS FOR 

WORKSHOP SET-UP & SIGNAGE
Each workshop has a 9 x 12 manila envelope with the workshop’s name on it.  

On the front of the envelope are listed:  

· Workshop ID number and Name

· Workshop Presenter

· Workshop Location / Room number

· Workshop Time

· Equipment needed

Inside the envelope are the sign for the door/entrance to the room and enough evaluation forms for each participant to complete one at the end of the workshop.  

1. Take the envelope to the room number listed.  
2. Take the sign out of the envelope and place it on the door (or next to the door).  

3. Go into the room and check the equipment against the equipment needed list on the envelope.  If equipment is missing, call Cheri Cody:  210-9029
4. Check that electricity is working, equipment is working, microphones (if used) are working, room temperature is comfortable, and room is tidy.  If there is a problem with the room or the equipment, call Cheri Cody:  210-9029.  
5. Remove the evaluations from the envelope and place them on top of the envelope on the podium (or with the presenter).  
Completed evaluations will be returned to the same envelope and collected at the close of the workshop.  Blank evaluations should also be returned.  
Questions:  Call Laura Neece-Baltaro, 319-4744
