
NC TOOLKIT FOR DIGITAL READINESS
Location Checklist

Before Workshop Date:
Fill in information and make available to facilitators before first workshop.
· Location address ________________________________________________________________
· Location within building___________________________________________________________
· Second location in building (if applicable) ____________________________________________
· How to enter building  ____________________________________________________________
· Parking ________________________________________________________________________
· Location contacts
· For access_______________________________________________________________
· For technology and internet issues ___________________________________________
· For facilities _____________________________________________________________
· Number of seats in room __________________________________________________________
· Presentation technology in room____________________________________________________
· Wi-Fi access ____________________________________________________________________
· Nearest bathrooms_______________________________________________________________
· Outlet locations _________________________________________________________________
· Is food allowed? _________________________________________________________________
· Close-down procedures ___________________________________________________________

On Workshop Date:
Review list just before each workshop to be sure your space is ready.
· Presentation technology ready
· Wi-Fi working
· Seating and tables ready
· Outlets accessible
· Wayfinding signage posted
· Entrance unlocked
· Sign-in sheet placed
· Handouts and pens ready
· Back-up devices on-hand
· Food ready
· Trash can accessible
· Room temperate comfortable
· Ambient noise manageable


