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Planning group for LTRC orientation (suggested)
	___	EMA director
	___	Local community groups
	___	Representatives from VOAD member agencies
	___	State VAL (include FEMA VAL, if federally declared)

Attendees:  Who to invite?
	___	Local non-profits
	___	Local houses of worship
	___	Groups currently responding in the area
	___	Mayor or local leadership
	___	Local EMA staff member
	___	Local private sector that has been involved in the response
		___ Prepare invites

Location and room requirements
	___	Set a date, time and location that works best for the local area
	___	Meeting room:  adequate size for anticipated attendance
	___	Power Point projector, screen, laptop, power cords, etc.  
	___	Flip chart, easel, markers 
	___	Resource table
	___	Table and chairs
	___	Ample parking
	___	Area for refreshments:  coffee, water, light snacks, etc.  
	___	Resource table:  various handouts and literature
	___	Sign-in table:  sign-in sheets, name tags/name tents, markers



