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Supply Check-List

CHIP Community Team Meetings
For Presentation:

· Lap top PC with Power Point software and power cord

· Presentation slides – CD-ROM and/or on C: drive of laptop

· Screen

· Projector and cords (power, PC connector)

· Extension Cords for Projector and Laptop

· Easel

· Flip chart paper

· Markers for flip chart
· Power point notes pages for presenter
For Reception:

· Membership list for check-in

· Extra pens

· Refreshments and serving utensils

For Members:

· Name tags

· Pre-printed table tents with name and agency, first name emphasized

· Binders with cover sheet and pre-printed tabs
· Handouts

· List of community team members names and agency

· List of steering committee team names and agency

· Time table of process

· Summary of previous plan and progress

· Agenda of current meeting

· Handouts of power point slides

· Supporting handouts for slides

· “Noteworthy Data” Notes pages for each section
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