
 

 

TRAINING SET-UP 
 

Standard Training Room Set-Up Sheet 
 

(Please ensure that the person/s setting up the training room receives a copy of this document) 
In General:   
• It is always preferable to have the room barely large enough for those who will attend than have a room that has empty 

space – people pay more attention and are much more engaged if the place feels intimate. 
• No tables, please (with the exception of an AV/speakers table).  Moveable, comfortable chairs in crescent theater style. 
• If the room can be set up so the speaker is along the LONG wall it is better than having the speaker at the front of a long 

room, leaving some participants far away from eye contact and meaningful discussion. The goal is to have the speaker as 
nearly as possible in the middle of the room, equally close to all participants, but this depends on screen location/options. 

• Auditoriums are the least favorable set-up unless this is a keynote presentation, so if an alternative site is available, please 
be in touch with us to see what would work best. We need participants to be able to move the chairs into many different 
configurations to facilitate a variety of activities. 

• Cafeteria-type rooms with huge open spaces and linoleum floors have difficult sound refractions and make it difficult for 
people to hold attention. Carpeted rooms are favorable. 

Set-Up Checklist: 
Audio Visual:  (at the location where the speaker will be). 
c LCD projector, power strip , hardwired 15-pin connection to projector from the speaker’s location (not wifi software) 
c Speakers for a laptop or a good speaker in the LCD projector.  
c White board or flip chart (preferably the post-it) with several sheets and markers 
c Eight flip chart pages posted on walls with at least 1-2 felt pens at each sheet to be used for an activity. Please post the 

sheets as far apart around the room as possible.  Masking tape is perfectly acceptable. 
c 3x5 cards (3 per participant), 1 /10th ream of paper (at least a couple sheets per participant) 
c Wireless lapel microphone (even for smaller groups) and/or wireless handheld microphone. 
c Additional wireless hand held microphone if the group in attendance will be greater than 50 people. 
Room Set-Up: 
c Movable chairs, no tables other than speaker set-up. Crescent shaped theater style for initial gathering. 
c Please set up a few less chairs than the expected attendance, with the remainder stacked at the back of the room. Having 

extra chairs is a complication to reconfiguring the room for activities.  This gets people to use front row chairs! 
c If possible, a high stool or elevated chair so speaker can occasionally sit down but still have eye contact w/ participants.  

c Please provide a few boxes of tissue.  

Person responsible for room set-up and AV needs: 
 

Name:        
 

Wk/cell phone:       
 

Email :        
 

The speaker uses an Apple and is hearing impaired. PLEASE 
notify us of ANYTHING that you can’t do re: setup & IT! 

 

Signature:      

On the day of the presentation: 

• We’d like to set up at least 30 minutes ahead of the session – please have someone in the room who can contact technology 
support should there be any difficulties with equipment. Be certain that the presenter has contact numbers for your IT 
people so, if something occurs during the day, we can find them quickly. Please mark checklist, fill in contact information 
then scan a copy back to us. 

• Note: It is better to have a room that is smaller and more intimate than a room that is too large. 
•  

If you have any questions or concerns, please do not hesitate to contact our team at CMI at 503-585-3484. 
Thank you! Please let us know if you are unable to provide the above so the presenter knows ahead of time. 

 


