Checklist for meeting sites
❏ Is there a cost?

❏ When is the room available?

❏ Are tables and chairs provided? Will they be set up for you?

❏ How many people will the room hold, if some are in wheelchairs?

❏ How many steps are involved -inside and outside? Is there an 

elevator?

❏ Is the parking safe and convenient? Is there a good “drop-off” place 

at the door nearest to the meeting room?

❏ Is the entire building including bathrooms, accessible to walkers 

and wheelchairs?

❏ Are the bathrooms located near the meeting room and on the same 

floor?

❏ Is the room adequately heated and/or air-conditioned?

❏ How will you gain access to the building especially 

on nights and weekends? Will there be staff around? 

❏ Is there a telephone accessible at all times?

❏ Who is the contact person and how can he or she be reached 

during off hours? 

❏ Is liability insurance required? (Many facilities have their own.)

Optional items:
❏ Is there a kitchen available? Coffee pot?

❏ What audio-visual equipment is available?

❏ Is there a portable (hand-held) microphone?

❏ Is there a closet where the group can store supplies an literature?

❏ Would the facility be willing to help your group to advertise its 

presence there?
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