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Workshop checklist
This document is a checklist of the items required to organise the workshop. It should be read in conjunction with the workshop project plan and workshop instructions.  A second checklist follows this one that lists the workshop materials that need editing together with the changes that are required.
	 FORMCHECKBOX 

	Participants

	 FORMCHECKBOX 

	Skilled cyclists

	 FORMCHECKBOX 

	One or more appropriate cycle routes (see Workshop instructions)

	 FORMCHECKBOX 

	Appropriate venue for discussion

	 FORMCHECKBOX 

	Sufficient tables and chairs for participants

	 FORMCHECKBOX 

	Area which can be set up for breaks (food and drink)

	 FORMCHECKBOX 

	Data projector

	 FORMCHECKBOX 

	Laptop

	 FORMCHECKBOX 

	Projection screen

	 FORMCHECKBOX 

	Whiteboard (preferably printing) and pens

	 FORMCHECKBOX 

	Flip chart paper, stand and pens

	 FORMCHECKBOX 

	Workshop materials on USB memory stick 

	 FORMCHECKBOX 

	Secure bicycle parking facilities (optional, but preferred)

	 FORMCHECKBOX 

	Materials to illustrate chosen cycling route (s)

	 FORMCHECKBOX 

	Appropriate Bicycles

	 FORMCHECKBOX 

	Appropriate safety equipment (helmets, fluoro vests etc)

	 FORMCHECKBOX 

	Bicycle lights (if appropriate for time of year)

	 FORMCHECKBOX 

	Amended presentation for local conditions and audience

	 FORMCHECKBOX 

	Copies of handouts for participants

	 FORMCHECKBOX 

	Copies of feedback forms for participants

	 FORMCHECKBOX 

	Puncture repair kits and pumps for each cycle route leader

	 FORMCHECKBOX 

	Food and drink for breaks (see Workshop instructions)
Include food for requested dietary needs

	 FORMCHECKBOX 

	Cups, plates, teaspoons, napkins etc.


Workshop materials changes checklist

	 FORMCHECKBOX 

	Workshop contact list – add relevant contacts and details

	 FORMCHECKBOX 

	Workshop evaluation form – remove header information

	 FORMCHECKBOX 

	Workshop evaluation form – change <your audience>, <your date>, <your organisation>, <your partner/sponsor>

	 FORMCHECKBOX 

	Workshop invitation – remove header information

	 FORMCHECKBOX 

	Workshop invitation – change <participant name>, <workshop name>, <your town>, <workshop date and time>, <workshop location>, <workshop date>, <Organiser>  as appropriate

	 FORMCHECKBOX 

	Workshop ride notes – remove header information

	 FORMCHECKBOX 

	Workshop ride notes – replace notes with appropriate information for actual rides planned

	 FORMCHECKBOX 

	Workshop presentation – title slide change <your audience>

	 FORMCHECKBOX 

	Workshop presentation – icebreaker slide/notes <target audience>

	 FORMCHECKBOX 

	Workshop presentation - order of slides (ride briefing position, ride maps, inclusion of third-party material)

	 FORMCHECKBOX 

	Workshop presentation - workshop purpose <target audience>

	 FORMCHECKBOX 

	Workshop presentation – add maps to route maps slides



