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	Equipment & Supplies Checklist


	Equipment & Supplies Checklist  Definition
Use this checklist to ensure that the necessary equipment and supplies are secured well in advance of the planned work session.  
Potential Uses:
· To assist in the planning of a work session
· To clearly define who is responsible for obtaining specific equipment and supplies
· To ensure that the necessary equipment is reserved in advance



	#
	Item
	Specifics/ Use
	Responsible Party
	Item

Reserved
	Item

Obtained

	REQUIRED:  These items are required for every work session

	1
	Multi-Colored sticky-notes
	4x6” and 3x5” -  Used to capture individual participant brainstorm ideas, process mapping steps, etc.
	Facilitator
	
	

	2
	Masking tape
	Used to attach flipchart paper to walls, if necessary
	Facilitator
	
	

	3
	Multi-colored round dots (stickers)
	Used to vote or in prioritization exercises
	Facilitator
	
	

	4
	Multi-colored flipchart markers
	Used to write on flipcharts, name tents, etc.
	Facilitator
	
	

	5
	In-Focus machine or PC projector
	Used to display documentation to work session participants
	Project Manager
	
	

	6
	Projector screen
	Room needs to have a screen or a blank wall on which to project 
	Project Manager
	
	

	7
	Power strip
	4 3-pronged electric outlets at a minimum
	Project Manager
	
	

	8
	Extension cord
	Heavy Duty; 25 feet long.  3 prong.
	Project Manager
	
	

	9
	Flipchart pads and stands
	2 flipchart stands

4 pads of flipchart paper
	Project Manager
	
	

	10
	Name tents
	For participants, observers and facilitator(s)
	Project Manager
	
	

	11
	Speaker phone with two satellite speakers
	Even if no one is dialing into the work session, you will want the ability to dial-out to Subject Matter Experts as needed

	Project Manager
	
	

	12
	Work Session Room
	Schedule a work session room large enough to comfortably accommodate the work session participants.  Seating layout is most ideal as a U-shape table with screen and two flipcharts in front of the room.  A small table at the front of the U-shape will be used by the Facilitator for PC and Projector.  The room must have plenty of wall space to use for posting flipcharts.
	Project Manager
	
	

	OPTIONAL:  These items may, be helpful but are not required in all situations

	13
	Portable printer and paper
	Useful if you need to print during the work session.  If a portable printer is not available, see if there is a printer that you can use during breaks.
	Facilitator
	
	

	14
	Stapler and staples
	Useful if several versions of multiple page documents will be printed throughout the work session.  Prevents participants from mixing pages of different versions together.
	Project Manager
	
	

	15
	3 hole punch
	Useful if participants are compiling documentation in a notebook
	Project Manager
	
	

	16
	High speed internet connections
	If access to the client’s system or the internet is needed to support the work session.  The # of lines depends on the type of work session
	Project Manager
	
	

	17
	Microphones
	Hand held and lapel microphones recommended if more than 30 participants are expected
	Project Manager
	
	

	18
	Break-Out Rooms
	Have 2-to-3 small break out rooms available if work session planning has indicated that the use of Break-Out Groups is likely in this work session.
	Project Manager
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