Ideal Meeting Room Specifications for Set Up Crew
For Tim Richardson’s presentation--call 865-984-2700 with questions
A. 3 six-foot skirted tables 

· One table for program material, resources and A/V supplies 
· Two accompanying chairs w/resource table

B.   Audience table recommendations
· Set for 8 to 10 people per table

· Recommended space 10' apart

· Number of participants will determine 
total number of tables required

· Pencils and pads for each person

C.  CD Player  
· Built in volume control

B. A/V Cart

· Skirted AV Cart in front of room for laptop



C. Computer Projection Unit and Screen

· With necessary laptop cables long enough to reach A/V Cart (D)
· Extension cord and Power strip

· Recommend at least 6' x 6' Projection Screen

· Set in left corner of room, 16' in front of tables

· No light above screen

D.  Wireless lapel microphone (not shown)

 G.    Staging:
· Skirted with two stairs leading up to it
 H.    Lectern
· If needed by other presenters, please place it on the far right of the stage--the opposite side from the screen—during Tim’s program.
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Note: If Tim is speaking after a meal, please request servers be finished with their service before Tim’s program begin i
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*Stage (if being used)
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