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Session Planning Checklist

The following items are key to the successful conduct of the session:

The following can help in the planning of the work session(s) with the project team..

Invitations

Invitation to the session prepared


Invitation to the session sent


Attendance confirmed


Directions and pre-session requirements sent to attendees


Follow-up sheet


Facilities (preferably off site)

Session room (size and available wall space)


Break out (syndicate) rooms


Guest rooms (if applicable)


Transportation Arrangement

Vehicles


Drivers


Catering

Meals


Breaks (refreshments)


Dietary restrictions


Equipment

Data show and laptop


The Memory Jogger Plus+ Software


Screen


Flip charts


Markers


Masking tape


Spray adhesive


Brown paper


Post it Notes or constructions paper geometric shapes


Black felt tip pens (number of attendees plus 3)


Self-adhesive dots


Scissors


Extension cords


Hand outs

Agendas


Session materials


Room Set up

Lighting and control


Number and location of power sources


Curtains (if required)


Number of tables and chairs and physical layout


Pens and paper for attendees


Signs for attendees indicating where meeting room is


Place names


Open and Closed Issues for this Deliverable

Add open issues that you identify while writing or reviewing this document to the open issues section.  As you resolve issues, move them to the closed issues section and keep the issue ID the same.  Include an explanation of the resolution.

When this deliverable is complete, any open issues should be transferred to the project- or process-level Risk and Issue Log (PJM.CR.040) and managed using a project level Risk and Issue Form (PJM.CR.040).  In addition, the open items should remain in the open issues section of this deliverable, but flagged in the resolution column as being transferred.

Open Issues

ID
Issue
Resolution
Responsibility
Target Date
Impact Date




































Closed Issues

ID
Issue
Resolution
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