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FEP Onsite: Organizer's Checklist 

All print-out material can be found in the FEP Organizer Support Package. 
This document does not replace the FEP Organization Process checklist.

Delete section not applicable for meeting type.

	Course Name:
	______________________________Project Code: _______________________
	

	In-House Material to have ready to bring on-site 


	Program Folders(x20)  Flip Chart Markers      Welcome Slide
	

	
	AO Pens (x25)           Laser Pointer (x2)      Tablets/Laptops
	

	
	AO Bags (x20)           Magnets/Tacks          Cables/USB Sticks
	

	
	Badges/Lanyards        Sticky Tape/Strips      Camera/Video
	

	
	Badge Paper              Int'l Power Adapter    Whiteboard Magnets(CEP)
	

	
	Table Tent Paper        Posters                    OSKits(FEP)
	

	
	Chocolate (Optional)  Tee-Shirt (FEP)         Presenter Tools
	

	
	All Working Documents from Hotel/Restaurants/Travel Details
	

	Posters to be 

brought on site
	(x2): 7 Principles of Education, 4 Steps of Giving Feedback
	

	Content Preparation Material for FEP Event
	Adapt and print the FEP Program in InDesign (x20 Copies)
	

	
	Order pre-course assessment report (60 days prior)
	

	
	Create document with D2L introduction & expectation discussion
	

	
	Check if documents are available in local language (SP,DE,CN)
	

	
	FEP Faculty/Educator Folder for Precourse Meeting (x3-4):  Program, pre-course report, D2L introduction, expectation discussion for the pre-course meeting, practical exercise instructions
	

	
	FEP Participant Folder: Program
	

	
	Educator Distribution Binder:(7)Checklists(x20): 7 checklists(Organizer Package), Faculty Evaluation forms, Commitment-To-Change forms
	

	
	250x Feedback sheets for participants
	

	
	USB stick with Welcome Slide/Practical Exercise Videos
	

	
	Practical Exercise Group Label Cards/Instructions/OSKits
	

	
	Forward Faculty/Participants travel logistics
	

	
	Reimbursement locator PDF for cross clinical division participants
	

	
	Travel logistics/Contributor Participation Lists/Flight Details
	


Onsite Material: On-Site Action 
	Ship to hotel prior to event(1-2 weeks):
	Bags, Pens, Program Folders, Badges, Table Tents, Program Content Printouts/Checklists, Posters, Other
	

	Upon Arrival to Hotel
	Collect all boxes and content sent in advance, double check contents
	

	
	Confirm all transport pick-ups/travel logistics, program break/lunch times, catering menu with Conference Manager
	

	
	Quality IT check: laptops, lasers, beamers/lamps and audio equipment
	

	
	Confirm signage with the hotel to be displayed in lobby/around hotel
	

	
	Become familiar with meeting space/lighting equipment/hotel layout
	

	
	Confirm right number of Flip Charts/Chairs/Set Up of Room
	

	
	Place notepads, pens on chairs, prep room, posters
	

	
	Attend pre-meeting/dinner confirmed with Faculty/Educators, discuss schedule, set up, data, outstanding questions/comments, Encourage and refer back to online activities at Pre-Course to lace into F2F
	

	
	Confirm Faculty/Participant Dinner Reservations/Directions/Transport
	

	
	Upload USB stick with Practical Exercise Videos onto desktops if rented
	

	Day One:
Set Up for Event
On Site Responsibilities
	Set up Welcome slide in all rooms
	

	
	Set up registration table: Programs, Badges, Additional Material
	

	
	Confirm room set up-early, right number of flip charts, pens, etc.  
	

	
	Reconfirm all technical equipment/charges before starting
	

	
	Manage both room's timelines: Time Management Throughout
	

	
	Prepare/Reset Room for practicals next day
	

	
	Debrief with Faculty before dinner and note feedback
	

	
	Take Photos (Group, educational posters, activities-throughout-for ER and post course feedback report)
	

	Day Two:
Set Up and Break Down of Event
	Set up (4) practical exercise tables (x2 tables per room): load computer with relevant video, OSKits, flip charts 
	

	
	Review with RET the room/group changing exercise so all is clear 
	

	
	Keep timing of each session: Time Management Throughout
	

	
	Make Live the POSTCOURSE ASSESSMENT (15min prior to end of educational activity)
	

	
	Collect Commitment-to-Change forms / Evaluation Form
	

	
	Create a timetable for participants with airport transfer information
	

	
	Confirm lunch with the hotel verify times
	

	
	Begin to breakdown/collect items as they become available: Review Material for Event Checklist; Crosscheck Onsite Contents list
	

	
	OSKits are complete; check inventory of parts
	

	
	Delete models, videos, content from rented computers
	

	
	Extra folders and content to be returned if not dated
	

	
	Write up any incidents from meeting; travel, no-shows, etc. to take back (address post meeting with appropriate persons-refer to criteria list)
	

	
	Ask hotel for a breakout/status of charges, when to expect final bill
	


Onsite Material: Post Course To-Do
All print-out material can be found in the FEP Organizer Support Package. 

This document does not replace the FEP Organization Process checklist.
	
	
	

	Material to 
Return
	Return any borrowed equipment, charged and cleared, to IT
	

	
	Scan/upload Evaluation forms 
	

	
	Scan/upload Commitment to Change forms, send to FD department
	

	
	File extra copies of meeting program for future meeting
	

	
	Return OSKits, posters, magnets and additional training material
	

	
	Additional lanyards, folders, bags etc. back to storage
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