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Stationary
· Determine what is going to take place at the meeting and materials needed for each activity or presentation.  
· Consult with the people on your agenda to see if they are going to facilitate activities that require stationary.
Handouts
· Consult with your presenters and acquire any handouts they may use.  
· Determine if the copy of the handout they are giving you will be the most up-to-date version.  If not, set an expectation to have them send it to you when they finalize it.  
· Remember to set the expectation to have it a day or so in advance

Organizer
· Use an organizer like a portable accordion file or Pendaflex for easy filing of your handouts and other stationary materials in one container.  
· File the documents in an orderly fashion, making distribution of the materials more professional.  
· Avoid shuffling handouts around in front of your participants when it comes time to distribute them.  
Writing tools
· Pens, markers, highlighters, and dry erase markers you may need for your meeting. 

Special requests
· Ask your presenters ahead of time for special requests like posters and such.  

image1.wmf

