
What is the technology do I need? How does venue support me? 
Do I need time to set it up and test it?
□ Projector                               □ Sound
□ Electronic Voting system      □ Speaker
□ ____________

How will I lay out my workshop? Have I considered:
□ Table arrangement  □ Chair arrangement  □ Whiteboard  
□ Projector  □ Materials  □ Flipchart □ Food and beverage  
□ Way to toilet □ Way to smoking area  □ ____________
Please draw a floor plan below.
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