GMP Dynamic Sourcebook - Appendix D: Public Involvement

D.5  Public meeting (Open House) - D.5.b Preparing for the Session

Meeting Setup – Supplies

The meeting leader needs to make sure the following items are on hand:

· Supply box

· Directional arrows (signs)

· Sign-up sheets, pencils and/or pens (to keep the sheets from blowing around, tape them to the table)

· Wall charts and posters: maps, graffiti wall paper (butcher paper)

· Exit poll (how did they hear about these open houses?)

· Handouts: Comment response forms, park brochures, newsletters, Q&A sheets, fact sheets. 
· Computer, projector, and screen if appropriate
Posted throughout building:

· Directional signs 

In room or just outside door:
· Large (4′ ( 5′) NPS banner 

· Trash receptacles for beverage cups and napkins

At registration table:

· Table and chairs for greeters

· Handouts 

· Poster—“Welcome”

At orientation station:
· A few chairs and a table

· Copies of handouts
· Posters

· “We want to hear your ideas about”

· Map of the park 

At projected video/refreshments station (if applicable):

· Computer, projector, screen, extension cord, tape to cover extension cord, video presentation loaded on computer with DVD backup

· Chairs

· Copies of the handouts

· Decide who will be responsible for procuring the refreshments and bringing needed supplies. Coffee/water/cookies or something similar (coffee urn, supplies, cups, sweetener, stirring sticks, napkins (refreshments may be combined with orientation station or placed between the orientation station and the video viewing area—determine what works best for your space)
At listening stations:

· 1–2 flipchart easels and flipchart paper

· Wall space or other option identified to display completed flipchart paper during listening session

· Tape (blue painter’s tape does generally does not damage walls)

· Water based markers in darker colors (stay away from red, yellow, orange, and pink except to highlight something). Water based markers do not bleed through paper, do not have an objectionable odor, and do not squeak while you write and stray marks are washable. Mr. Sketch brand markers work well.

· Copies of relevant handouts

· 5–10 chairs — may want more if expect large crowd or have extra chairs available nearby.

· Easel and sign indicating the question under discussion

· Poster “Listening Station” at each listening station

At the Exit:

· 1–2 tables and several chairs for people to use if they want to sit and complete their handout prior to leaving the meeting.

· Box clearly identified for receiving completed comments on the handout.

Poster — “Thank you for participating”

