Arrangement & Description: Fundamentals
Room Setup and AV Requirements 

1. Room setup: 

· Classroom-style (6-foot tables with two chairs or 8-foot tables with three chairs) 

· Large table at the front of the room for the instructor to use to spread out teaching materials

· A separate table or two for the break setup

· Registration table

2. Required audio/visual equipment:

· Instructor workstation (a desktop or laptop that runs Microsoft PowerPoint and has an available USB port)

· LCD projector

· Projection screen

· Lapel microphone

· Internet access, at minimum for day two

3. Beverage breaks:
· Coffee/tea/water for morning break

· Water/assorted soft drinks for afternoon break

