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Public Meeting Materials Checklist (Template) 
The template checklist below provides a guide to materials and items to consider for public meetings; not all items will be applicable for every event. Please confirm needs and add/subtract items based on the meeting type and venue. For additional information, please visit the NMDOT Public Involvement Portal.
	Informational/Meeting Materials

	Fact sheet(s)
	☐
	Sign in sheet(s)
	☐
	Frequently Asked Questions (FAQ) document
	☐
	PowerPoint presentation
	☐
	Backup Copy of PP presentation
	☐
	Display boards/exhibits
	☐
	Maps/roll plots/plan sheets
	☐
	Comment form/online comment form
	☐
	Polling questions (at the meeting)
	☐
	Videos/simulations
	☐


	Tech

	Projector
	☐
	Projector screen
	☐
	Microphone
	☐
	Speaker 
	☐
	Batteries
	☐
	Extension cords
	☐
	A/V cords
	☐
	Laptop
	☐
	Clicker (to advance presentation)
	☐
	Extra laptop(s)/tablet(s) for online comment collection/reviewing plans/documents online
	☐
	Batteries
	☐


	Office Supplies

	Wayfinding signage (outdoor/indoor)
	☐
	Name badges
	☐
	Sign-in sheets
	☐
	Copies of collateral materials
	☐
	Display board/exhibits
	☐
	Maps/roll plots 
	☐
	Extra copy of presentation on flash drive
	☐
	Table cover(s)
	☐
	Pens and markers
	☐
	Paper clips, tape, stapler, post-its 
	☐
	Tables/chairs
	☐
	Collection box for comment forms
	☐
	Refreshments 
	☐
	Doorstop/paper weights
	☐
	Easels
	☐


	Snacks, Refreshments (dependent on the community, culturally sensitive options are encouraged)

	Water bottles
	☐
	Refreshments
	☐
	Coffee
	☐
	Sugar, creamer
	☐
	Fruit and/or vegetable tray
	☐
	Cheese and crackers
	☐
	Utensils
	☐
	Individually wrapped snack packages
	☐
	Napkins
	☐


	Child-friendly Materials

	Coloring books
	☐
	Crayons
	☐
	Block activities (or other child-friendly, age-appropriate games)
	☐
	Juice boxes
	☐
	Fruit snacks or pretzels
	☐
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