ANNUAL MEETING PACKING AND TASK LIST

	DONE
	OFFICE & REG SUPPLIES 
	NOTES
	#
	WHO?

	
	Cash Box
	
	
	

	
	Attendance roster by name
	
	
	

	
	Attendance roster for workshops
	
	
	

	
	Meeting notebook
	
	
	

	
	Stapler
	Plus extra staples
	
	

	
	FDN donation forms
	
	
	

	
	Pens/Pencils
	
	
	

	
	Batteries
	
	
	

	
	Velcro
	
	
	

	
	Scotch tape
	
	
	

	
	Scissors
	
	
	

	
	Masking Tape
	
	
	

	
	Packing Tape
	
	
	

	
	Post-it Note Pads
	
	
	

	
	Lined Note Pads and Clipboards
	
	
	

	
	Adding Machine
	
	
	

	
	Magazines
	
	
	

	
	Spray adhesive
	
	
	

	
	Directory
	
	
	

	
	Markers
	
	
	

	
	Printer for onsite 
	With instructions for linking
	
	

	
	Blank printer paper
	
	
	

	
	Stationary and note cards
	
	
	

	
	Hammer and tool box
	
	
	

	
	Business cards
	
	
	

	
	Brochures
	
	
	

	
	Membership applications
	
	
	

	
	Table cloth
	
	
	

	
	Onsite registration forms
	
	
	

	
	Onsite receipt
	
	
	

	
	Foundation donation forms
	
	
	

	
	Paperclips
	
	
	

	
	Thumbtacks
	
	
	

	
	Rosters
	
	
	

	
	Three hole punch
	
	
	

	
	Chime
	
	
	

	
	First aid kit
	
	
	

	
	Other current event & registration info 
	
	
	

	
	Event signage
	
	
	

	
	Blank badge holders
	
	
	

	
	Badge Boxes
	
	
	

	
	Ribbons & nametag chains
	
	
	


