CHECKLIST FOR RULE WORKSHOPS OR HEARINGS

Rule:



  Date:




	ready
	need
	SET UP MATERIALS

	
	
	Signs & directions to post in elevators, 609, give to greeter at building entrance

	
	
	Sign-in sheets

	
	
	Speaker forms (if public hearing)

	
	
	Amendment Forms (for hearing)

	
	
	Presentation on disk (as backup)

	
	
	Speaker Script for workshop / hearing


	ready
	need
	HANDOUTS

	
	
	Agenda (required for all agency meetings)

	
	
	Proposed amendments (strike and underlined; line numbers are helpful)

	
	
	Presentation (copy of PowerPoint, 4-6 slides per page)

	
	
	FAR Notice (if want to provide purpose, etc., and rule)

	
	
	Current rule (a few copies in case needed)


	ready
	need
	EQUIPMENT

	
	
	Digital Recorder (5hr or 8hr)  /  and webinar can be recorded

	
	
	Extension Cord

	
	
	Projector:  overhead  /  Sharp  /  Epson

	
	
	Laptop

	
	
	Laser Pointer

	
	
	Bag of markers, pens, tape, stapler

	
	
	Name plates for:   

	
	
	Podium:_____   Microphone:_____    PA system:_____

	
	
	Tables (at entrance for signing in and picking up information)

	
	
	Rm 609 webinars: https://servicedesk.dep.state.fl.us/CherwellPortal/SelfService#2 

	
	
	Rm 609:  activate port, polycom telephone

	
	
	Rm 609:  reserve Polycom with Tech Support

	
	
	Rm 609:  reserve extra-long ethernet cord and extra-long projector cable 


	ready
	need
	OUT OF TOWN
	
	GovDelivery to Interested Parties

	
	
	Map to location
	
	Draft rule

	
	
	Florida map / City map
	
	Map to meeting location

	
	
	Name of contact person
	
	DEP Notice Subscription Infor.

	
	
	Verify 2 days before that all is set
	
	Amendment Form (for Hearing)

	
	
	
	
	Summary of comments or meeting


	ready
	need
	PLANNING  /  SCHEDULING

	
	
	Room reserved (Contact:__________________); recheck 1-2 days prior to time

	
	
	Event properly noticed in the Florida Administrative Register

	
	
	Travel arrangements made

	
	
	Lunch arrangements needed?  (Menu order envelopes)

	
	
	Someone to set up room and close up
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