	Open Space Technology Planning Checklist



	TASK


	DONE

	PRE-EVENT PLANNING

	Hold pre-meeting with facilitator to set givens and pick theme
 
	

	Determine who to invite, set target number for attendance
 
	

	Set date
 
	

	Select space (make sure it's okay to put tape on the walls!!)
 
	

	   Main Room (adequate space = room capacity/2)
 
	

	   Optional Breakout Rooms (5 per 100 people)
 
	

	   Smoking area
 
	

	   Registration area
 
	

	Create invitation
	

	Send invitation
 
	

	LOGISTICS

	Work with "Space" staff on set-up
 
	

	   Provide an article or book on OST to staff
 
	

	   Set up circle for main room, flexible breakout room configurations
 
	

	   Get list of breakout room names (if using), maps to rooms
 
	

	Plan meals (buffet; food that can be out for several hours)
 
	

	   Arrange details with caterer (breakfast, lunch, dinner, breaks)
 
	

	   Arrange for any special food needs
 
	

	Arrange for computers (about 5 per 100 people)
 
	

	   1 printer
 
	

	   Adequate power, tables for computers
 
	

	   Software for compiling proceedings
 
	

	Arrange for wireless microphone, plus spare battery
 
	

	Get supplies
 
	

	   Masking tape (1 roll per breakout room)
 
	

	   Magic markers (x per breakout room, x for main circle)
 
	

	   Flip charts (1 per breakout room, spare chart paper)
 
	

	   Paper for Issues (quarter chart paper; more than # of people)
 
	

	   Post-its (2 packs per breakout room)
 
	

	Any legal issues?
 
	

	Any union issues?
 
	

	Signage required?
 
	

	Travel Support (hotel rooms, cars, maps)
 
	

	Name tags and other welcome materials (journal, pen)
 
	

	Cover for proceedings
 
	

	Set date for debrief
 
	

	Arrange for copying proceedings
 
	

	Arrange for typing participant phone numbers, addresses for proceedings
 
	

	DAY OF EVENT

	   Prep sponsor for doing opening and their role
 
	

	   Have sponsor write proceedings cover page sometime during the event
 
	

	   Set up registration table (sign, name tags, pens, list: names, phone #s, addresses)
 
	

	   Set up message area, registration table, signage, computers, microphone
 
	

	   Make time/room matrix, signs (law, principles, surprise, mission control, theme)
 
	

	   Make circle, put supplies in break out rooms, circle
 
	

	POST EVENT

	Hold debrief
 
	

	Copy and distribute proceedings
 
	

	Write thank you’s
 
	

	Any measurement activities?
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