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 Room Set-up & A/V Requirements 

Small draped 

table or 

podium off 

center. 

Riser 

required 

for crowds 

over 100 so 

everybody 

can see!  

Steps off of either  

side of riser 
 Keynote in Chevron 
 (Workshop described 

in text below) 
Wide 
aisle(s) 

between 
angled 

rows 

 

 

Meeting Planners Pre-Program Logistics Checklist 
 

� Give the hotel MPK’s room set-up requirements to make your job easier. 
� Complete needs assessment and return to MPK with your agenda at least one month 

before your event. 
� Audio:  MPK prefers a cordless lavaliere or handheld microphone unless it is a small 

group.  Please contact her if you don’t have access to cordless. 
� Visual:  An LCD project won’t be needed with most keynotes, but all workshop rooms 

should be set with an LCD projector on a small table near front of room with a screen that 
can be easily viewed by all seats in the room. 

� Handouts:  Once finalized, depending on your needs, a master will be provided for the 
meeting planner to duplicate. 

� Lodging: At least one overnight state is required, most of the time.  Please arrange a 
NON-SMOKING room. 

� Audience comfort:  Uncomfortable people learn less.  Checking climate, light, and sound 
control in advance will help you make the most of your meeting! 

� Give Michele names of volunteers for audience participation for a keynote. 
� Be ready to have fun with MPK’s program! 

 
765.427.4426        ·   fax – 765.482.1833         ·      www.mpk.info 
Chevron room set-up allows for more audience interaction, which means the seats span the widest part 

of the room and cover less space between the podium and the back of the room.  If you are having 

MPK give a workshop, round tables with room to move around are strongly preferred.  A wireless lavaliere 

or handheld microphone is required for both keynotes & workshops with more than 50 people! 
 P.O. Box 92, Lebanon, IN  46052             ·         e-mail – mpk@mpk.info 




