Logistics for Planning a ONE-MHSIP Meeting
Audio/Visual

LCD Display for Laptop & screen

Laptop with Powerpoint

Speaker Phone

Microphones – Handheld, clip-on, on tables

Overhead Projector

Food/Beverages

Continental Breakfast – fruit, danish, muffins, coffee, tea, juice(s)

Morning Break – breakfast bars, fruit, danish, muffins, coffee, tea, soda

Afternoon Break – cookies, brownies, coffee, tea, soda

Other Meeting Needs/Likes

Meeting Room(s)

Flip Charts & Markers

Phons Jacks/Internet Access in room

Table configuration (many table sin rows, square, line, etc.)

Agenda Packets

Agenda

meeting participant and contact list

list of local attractions and restaurants

maps

Travel and Lodging Arrangements

Air, Train tickets

Hotel Rooms – Block of rooms, Smoking, Handicap Accessible

