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	Public Meeting Checklist

	

	Project:
	     

	Person Responsible for Arrangements:
	     

	Type of Meeting:
	     

	Schedule Meeting:
	Date:
	     
	Time:
	     

	Mobile Office:
	[bookmark: Check1][bookmark: Check2]	|_| Yes	|_| No

	Select Location:
	     

	

	Prepare Notice

	(Give your Squad Leader 10 copies of the finished ad to make arrangements for News Releases and to notify the Office of Public Affairs).

	|_| 
	Start Preparation

	|_| 
	Send to Newspaper (Cover Letter, Notice, Field Purchase Authority Form)

	
	Name of Newspaper:  
	     
	

	|_| 
	1st & 2nd Publication Dates  
	     
	

	

	|_|
	Public Awareness Open House - No specific requirements for publication dates, but there should be 1 publication approximately 1 week ahead of meeting.

	
	

	|_|
	Public Informational Open House - No specific requirements for publication unless an opportunity for a Public Hearing is offered in conjunction.  Requirements in that case are for the 1st publication to be at least 15 days in advance of meeting and 2nd publication -  3-7 days before the meeting.

	

	|_|
	Public Hearing Offer (With No Open House) - Publication at least twice approximately one week apart.  Deadlines for the Public Hearing offer shall not be less than 21 days after the 1st publication and no less than 14 days after the 2nd publication.

	

	Assign Personnel
	

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	

	Notify Personnel Assigned to Meeting

	(Land Acquisition should also be notified of the meeting so they may send a representative.)

	     
	
	     

	     
	
	     

	

	Request Vehicles

	Mobile Office
	     
	
	Driver
	     

	Car #1
	     
	
	Driver
	     

	Car #2
	     
	
	Driver
	     

	

	Request Equipment
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	|_| 	Request Court Reporter for Public Hearing
	     

	

	|_| 	Prepare Mailing List – See Checklist for Public Meeting Mailing List (File Folder in front of P-form Drawer):

		Important – Keep the mailing list in the file for future reference.

	

	Prepare Exhibits

	|_|	Prepare Drawings – do not use plan sheets from report

		Exhibits should include:

	|_|
	Centerline with stationing

	|_|
	Existing and proposed pavement edges

	|_|
	Existing and proposed right-of-way

	|_|
	All easements

	|_|
	Driveways

	|_|
	Building – commercial identified by name

	|_|
	Houses (in town) – identified by address

	|_|
	Property owner names and property lines

	|_|
	North arrow

	|_|
	Side roads or intersecting streets identified

	|_|
	Mainline identified by name

	|_|
	Beginning and ending of project (no sta. needed)

	|_|
	Legend

	|_|
	Bar scales

	
	

	|_| 	Exhibits should be in color.

	

	Slide or Video Presentation

	|_| 	Slides should be taken of the existing field conditions and of the exhibits (for Public Hearing).  Be sure they are not too dark -- take several and pick out the best.  It may be desirable to have several copies of exhibit slides so that you don’t need to go back and forth interrelating and reviewing (as a minimum allow 2 weeks before meeting).  Generally a program of 20 minutes should not be exceeded.  Keep language free of jargon and technical terms.

	

	|_| 	If preparing video tape for presentation, write script first, then film accordingly, narrating as it is filmed.  Maximum length should be 10-15 minutes.

	

	Note:  BDE Ch. 19 – 5.04 covers slide presentations.

	

	Note:  The audio-visual room contains equipment to produce a more sophisticated slide presentation.  Take advantage of the equipment.

	

	Prepare Handouts – (For Public Hearings)

	

	|_| 	Use established format.

	|_| 	Print on 11” x 17” Paper – do not staple 8-1/2” x 11” sheets.

		Keep language simple and brief.

	

	|_| 	Schedule Dry Run – about a week ahead of Public Hearing.

	

	|_| 	Notify Bureaus by memo:
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