Encoded Archival Description

Setup and Audio/Visual Equipment Requirements

1. Room setup: 
· Microsoft Windows–based computer lab that can accommodate up to 30 students

· White board with dry-erase markers and eraser, chalkboard with chalk and eraser, or flip chart with markers

· A bottle of water for each instructor or a pitcher of water with glasses for instructors
· Instructor access to the computer lab the afternoon prior to the workshop 

2. Required audio/visual equipment: 
· Instructor workstation (e.g., computer with Internet access, Microsoft Word, and PowerPoint) 

· LCD projector and projection screen 

· Attendee computers must be pre-loaded with oXygen software (free 30-day trial version of oXygen available for download) on all PCs for the duration of the workshop—participants will bring their own USB drives to save their files 

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

· Water/assorted soft drinks for afternoon break 

