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	Process Management

	
	
	
	


 

         
	Task
	Completed
Yes/No

	Lockdown Name:

	

	Lockdown Collaborative Workspace Name:


	

	Lockdown Dates:

	

	Lockdown Location:

	

	Lockdown Administrator:

	

	Lockdown Location Coordinator:

	

	HOTELS AND TRANSPORTATION
	

	The Save the Date email will contain these logistics
	

	LOCKDOWN LOCATION

	Obtain Mailing/Shipping Address
	

	Schedule lockdown dates to include one half day of preparation the day before the lockdown
	

	Determine entry times to the facility for both the preparation and lockdown dates
	

	Determine parking locations
	

	SECURITY
	

	Building access
	

	Parking lot access
	

	Laptop clearance
	

	EQUIPMENT

	Network access available in all rooms
	

	Microphones or lavaliere microphones
	

	Projectors and screens for each room including all breakout and plenary rooms
	

	VTC capability
	

	Conference phones (VANTS)
	

	ADMINISTRATION LOGISTICS

	Restroom Locations
	

	Break Room/Vending Machine Locations
	

	Copier, Fax, Print
	

	Food (catering or providing)
	

	SESSION ROOMS

	Determine the size needed for the main room that will hold all participants of the Lockdown for the Plenary sessions
	

	Determine the size and how many rooms will be needed for the Breakout sessions
	

	Seating arrangements
	

	MATERIALS FOR BREAKOUT SESSION ROOMS (Shipping Package)
	

	Adhesive notes 
	

	Colored markers
	

	Flip charts and paper
	

	Network access
	

	Pens/pencils 
	

	Power strips
	

	Process Wall Charts (see guide in Standards)
	

	Projectors and screens
	

	Tape
	

	Other artifacts as required per the planning sessions
	

	MATERIALS FOR PLENARY SESSION ROOM (Shipping Package)
	

	Flip charts and paper
	

	Master Presentation
	

	Microphones and lavaliere microphones
	

	Name tags
	

	Network access
	

	Pens/pencils 
	

	Power strips
	

	Process Wall Charts (see guide in Standards)
	

	Projectors and screens
	

	Sign-in sheet
	

	Tape  
	

	Other artifacts as required per the planning sessions
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