ACTON COMPREHENSIVE COMMUNITY PLAN:

TODAY.TOMORROW. TOGETHER.

PUBLIC MEETINGS

CHECK SHEET

Meeting: Public Workshop



 Date:  Thursday, June 23, 2011

Location: Acton Town Hall, Rm. 204

Time: 6:30 pm

Public Meeting Materials

__(__ Easels

__(__ Easel pads (sticky)

__(__ Markers 

__(__ Tape

__(__ Pens/pencils

____ Name tags

____ colored dots

____ Post –it squares

__(__ masking tape

____drafting dots
____ large clips

____ stapler

____ paper clips
_____ trace paper

Furniture

___ Rectangular tables for info

___ Round tables for break out

___ Chairs – layout

___ folding tables for display surface

___ walls for display & posting

Informational Props

__(_Maps

___Photographs (Committee members)

___Fact Sheets

____Comment Pad(s)

____“science fair” displays

____displays from other events

Packets

____ Agendas

____ Pennies for introductions

____ Small Group Information Packets

____ Facilitator Instructions/Ground Rules

____ Goals/Objectives for tables

Signs and Sign-in sheets

____ Sign – in Sheets 

__(__ Signs for meeting location 

__(_ x-tra meeting flyers/posters

___(_ balloons to indicate location

Technology

____ Laptop

____ Projector

____ Digital Camera

__(__ Sound system / microphone(s)

___(_ Screen

___(_ Extension cord(s)

Refreshments

__(__ Food

__(_ Plates//cups/napkins

__(__ Water

____ Signs thanking donors

E-xtras

____ Children’s Drawings/Essays, etc.

____ Children/teens presenting

____ Guest speakers/presentations

____ Release form

Logistics

____ Way to get into building – keys?

____ Directions to building

____ Space for break-out sessions

____ Availability of overflow space

____

OTHER:

_____ Give aways

___(__ magnets

FACILITATORS

Planners Collaborative = 4
Brian Barber

Bill G.

Jim Purdy

Daphne Politis

TOTAL # of participants served:   48 (assumption of max. 12 persons per small group)

Need back up facilitators from Committee
Refreshments -- ????
Opportunities for Additional Written Input

Back of Agenda

“Other Great Ideas” notecards

Comment Boards

Affordable Housing handout

Evaluation Worksheets

DOCUMENTS

Laminated Goals and Objectives, 1 per table

Affordable Housing Hand Out

Agenda

Facilitator’s Agenda

Alternatives Descriptions (2 page per alternative)

Evaluation Matrix

Evaluation Worksheet

Other Great Ideas – note cards

All color coded by alternative

BOARDS

Uniqueness Poster

Affordable Housing Comment Board - ???
“None of the Above” 


Why? What else? What do you propose?

MAPS

· Zoning

· Street with Parcels Map

· Publicly Owned Lands Map  
· Subdivision Map
REFERENCE TABLE

· Copies of Inventory

· Write ups of Burning Issues Workshops 

· ????

· ????

· volunteer opportunities (list the Town Boards/Committee that need volunteers with contact info./instructions on how to apply
· popular Town info. (bike locker rentals, commuter parking lot info, shuttle schedule, etc.)
PROPS

Goal Boards (from Burning Issues Workshops)

Photos Board

1 Board per Alternative Graphic/Map

Children’s Drawings from Burning Issues /Housing Meeting

Some reference to “It’s A Wonderful Acton” -- ??

Affordable Housing

Acknowledge that this issue is complicated. Use it as an example of things we need to work out and plan for a smaller, more focused future meeting (maybe include Jennifer Raitt, MACP).
Large Comment Pad and Hand out to collect at end of meeting:

 Community Circle
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