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Approach
Try to figure out every detail and make sure they are dealt 
with before the workshop starts.

Imagine teaching the workshop session-by-session, day-by-
day and plan out each and every session.

Someone oversees, but assign duties if possible.



Logistics are different if...
The details of the logistics are different depending on...:

– Is the venue local?

– Do you have a training venue?
– Are the students local?
– Is the venue remote?
– Do the students have to travel?

– Who's paying?



Sample Checklist



Local hosts
• If it's their the first time things will likely be harder
• Experienced local host or event coordinators are great

Items that might take some convincing

● Power and power strips
● Connectivity
● Address space
● Unfiltered access
● Room security
● Coordination of transport if necessary



Local hosts
Items that might take some convincing

● Cable drops or cable runs (hotels can be harder)
● Gaffer tape? If you have cables in walk areas
● White boards or flip charts
● UPS – If power is not stable. UPS for core infrastructure
● Projector – Just make sure you can test ahead of time
● Breaks. Who is paying for these? What will they 

include?
● Water during the workshop
● Trash can (my favorite)



The Participants
The single most important part of this!

● What is your goal? Who are you trying to train? Why?
● How do you get the right people to the event?
● Is there a selection process?
● Do people pay?
● What if someone is not technically adept for the topic?
● Does the local host select. Work with them to announce 

far enough in advance.
● Ask for feedback to improve.



Resources List
Available at:

   http://nsrc.org/workshops/2013/nsrc-ubuntunet-trainers/wiki/References
● NSRC Workshop Planning Pages

Links to multiple sample course outlines and the following items:
✔ Workshop Planning Requirement
✔ Workshop Planning Items
✔ Blank Sample Outline
✔ Sample Public Wiki
✔ Sample Wiki Planning Pages

● Trainers manual

And, in general on the NSRC web site you can go to:

   http://nsrc.org/workshops/planning

http://nsrc.org/workshops/2013/nsrc-ubuntunet-trainers/wiki/References


Beak Out Session
Break in to our groups and discuss what you 
consider to be the main issues when organizing 
a workshop.

Then we'll discuss this among ourselves as a 
class.
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