A/V requirements:
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Countryman headset preferred (over ear like Madonna mic) or wireless lavaliere microphone, projector compatible for SPEAKER’S mac (SPEAKER will bring VGA and HDMI cords for back up), screen large enough for audience to view slides, podium or tall table for bottle of water and capability for speaker laptop to be on podium or a confidence monitor for speaker to see what the audience is viewing. Speaker must be in control of slide progression.  Speaker will bring remote compatible with mac and backup slides on a drive.  Wireless handheld mic for questions and interaction (optional: depends on event, to be discussed). A/V check onsite, time TBD prior to event, preferably the day before if scheduling allows. Speaker uses PowerPoint for slides in 16:9 format.  Groups with less than 30 attendees SPEAKER may not require microphones, to be discussed.  Speaker prefers not to have spotlights on her due to light sensitivity and prefers to have house lights up enough to where she can make eye contact with audience members (low lighting still ok).

Additional requirements:
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Client agrees to print handouts for each attendee and supply a writing pen.  Typically, handouts are 1-2 pages, unless doing a workshop, which are usually around 3-4 pages or more if it’s a full day workshop -TBD per event. Speaker to supply client with handouts no later than 2 weeks prior to event.  
½ day and full day workshops: 
Client to provide 2 3x5 index cards for each participant.  (Optional: To be discussed.)
1-2 flip charts and a couple of different colored markers.  (Optional: To be discussed.)

Virtual A/V requirements:
SPEAKER has two cameras, two laptops, a switcher and nice mic she will use.  Platform to be discussed based on CLIENT preferences.  SPEAKER is able to pre-record if helpful with a two-camera angle shoot.  SPEAKER controls visuals by using a switcher to jump back and forth from showing herself and to and from slides to help keep it more entertaining.  Can show sample ahead of time on a video pre-meeting.  Client agrees to upload handouts to platform for attendees.

If adding a mindful movement class to the event:
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Exercise mats, if available, otherwise recommend towels (large bath towels, if possible), bottles of water and hand towels for possible sweat (optional). Best if attendees dress in work out clothing.  Recommend something fitted, but comfortable and that will not be too loose if they were to lean over with their head down towards the ground.  Instructor will need speakers accommodating audience size and adaptor to plug in iPhone for music. Instructor has speaker powerful enough for smaller groups up to 30.  Groups over 30 may require microphone. Countryman headset preferred (over ear like Madonna mic) or wireless lavaliere microphone acceptable.

