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Room Setup Plan

Town Hall Budget Dialogue 

Room Setup Plan
The room chosen for your public engagement should be large enough to accommodate the expected crowd but small enough to keep the meeting intimate and comfortable. 
At the front of the room:
· Lectern with one microphone

· Speakers

· Seating for all speakers

· Projector and screen 

· Flip chart 

Seating:

· Seat guests in groups of eight to 10 around square or round tables.
· Ensure tables are well spaced to make it comfortable and minimize small groups disturbing each other during table conversation. 
· Clearly number or label tables to indicate which person belongs at which table. 

· Each table should be provided with any handouts needed for the small group sessions.

· Ensure there are additional chairs and tables readily available for staff to set up, should the need arise.

Room:
· Place your registration table near the entrance with at least one staff member occupying the table to greet guests, have them sign in and pick up any handouts.

· Provide coat racks with sufficient hangers near, but not obstructing, the entrance and sign-in table.

· Refreshment tables should be placed to the side or back of the room. Ensure there is enough room for guests to easily access refreshment tables without disrupting those who are seated. Ensure there is at least one garbage can and recycling bin near the refreshment tables.
Food and Refreshments:

· Basics (enough for expected guests):
· Bottled water

· Assorted juice boxes

· Cookies

· Muffins
· Napkins

· If resources permit:
· Coffee, regular and decaffeinated (with cream, sugar, etc.).
· Assorted teas and hot water

· Assorted fruit or cheese platters
· Disposable cups and stir sticks for hot beverages

· Small paper plates

· Appropriate disposable cutlery

Audio Visual:

One person familiar with the operation of the audio/visual equipment should be present at the town hall at all times to deal with technical issues. 

· Sound System:

· A public address system with two speakers 

· A lectern with a microphone
· Two additional hand held wireless mics for table facilitators to report back to the group and to allow guests to ask questions. At least one staff member should be assigned to be ‘mic runner’ to pass microphones back and forth. 
· Visual Display Equipment:
· Laptop with presentations preloaded and tested
· External speakers for laptop in the event of presentation audio

· Video projector compatible with the laptop and projection screen
· Flip chart with fresh markers 
Signage: 

· Day-of event signage should clearly direct guests to the meeting room. Signs with directional arrows should be located:

· Outside the building

· At the main entrance to the building

· In the hallways leading to the room

· On the entrance door of the room
· The registration table and food and refreshment areas should be marked
· Each small table should be marked with a letter or number 
Name Tags:
Each person who attends the public engagement should be provided with a name tag. The name tags will allow people to be easily identified. Representatives from other organizations attending the event as observers should also be provided with name tags. 
On the name tags, first names should be emphasized and last names and titles de-emphasized in order to foster an informal and casual atmosphere.   

Session Registration:
A staffed registration table should be placed near the entrance. Have a list of people that have RSVP’d already there so people can simply check and confirm their information. This will save time. However, have blank sign-in sheets available too for those who are not on the list. Have lots of pens available.  Blank sign-sheets should include first and last names, phone number, mailing and e-mail addresses.

By asking all guests to sign in, you will be able to confirm attendance numbers and follow up with information after the session is over.  
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