SAMPLE SITE REQUIREMENTS FOR A LARGE, OFF-SITE TRAINING

Site Requirements for TB Update

Training Room:

· Classroom-style seating for 300:  Ideally, we like all participants to have a writing 

surface to use during the course.  If this isn’t practical, then auditorium seating is okay.  At the front of the room there should be a raised platform with a podium and a screen. 

· Audio-visual:  We usually employ an A/V service (often through the hotel catering department) which provides LCD projector(s) with operator(s); podium and levelor (wireless microphones) for the speakers; and standing mics in the aisles of the auditorium for participants’ questions.  Depending on the speakers’ needs, we may also request a slide projector and a remote slide-changer for the speaker and/or an overhead projector.  The A/V service is responsible for all aspects of the A/V presentation including having extra bulbs/projectors on-hand in case bulbs blow out or other technical failure occurs.  If funds are not available to hire an A/V service, an appropriate staff person will be assigned to handle all A/V needs throughout the day.

Registration/catering area:

· Registration table(s):  Space is required for registration on the morning of the training.  A table (or tables) with room for 4 people to sit and work comfortably should be 

available.  Preferably, tables will be placed just outside the training room, in a lobby or foyer area, not inside the training room.  

· Catering:  If available, the lobby/foyer area will be where we will provide coffee/pastries in the morning and a snack in the afternoon.  Registration tables can be removed after the participants have checked-in to make more room for lunch.  Participants can re-enter the main training room to eat.

Other:

· Location:  Training site should be within walking distance of restaurants so participants can access them easily during lunch break.  (This is relevant only in the case that funds are not available for lunch catering; this depends on how much site rental fees will be.)

· Parking:  We need spaces for no fewer than 250 cars, close to the training room and provided to participants free of charge (negotiated as part of the rental fee).

· Restrooms:  These should be ample and within a short distance of the training room.

· Storage:  All training materials will be shipped to training site no more than 3 days prior to the training.  It is critical that a space be available to store these items before the first day of the course. 

