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Chapter Meeting Planner’s Checklist
	TASK
	COMPLETED

	Select location 
	

	Confirm time and dates of meeting
	

	Arrange for any audio visual equipment, electrical needs, internet connections, etc. required for presentation
	

	Order any food and beverage required
	

	Get written directions to the meeting location and parking options
	

	Order marketing supplies from AORN Headquarters
	

	Confirm room set-up with meeting venue and signage if necessary
	

	Compile supplies for meeting:

· Include meeting evaluation form (if required)

· Membership materials
	

	Post-Meeting Analysis (what went well, what should be changed)
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