Recommended Event Supply List

Following is a list of supplies that will be useful to have on hand at your media events and outreach activities. You should also be sure to have the materials necessary to properly hang or display any banners or signs. Depending on your event setting, you may need to include additional items as well. 

· Press kits (30)

· Banners (2)

· Posters (10)

· Directional signage (10)

· Bathroom signs

· Reserved seating signs for important audience members (10)

· Seating chart for speakers

· Easels (10)

· B-roll for television media (5)

· Guest sign-in sheets (15 sheets)

· Press sign-in sheets (15 sheets)

· Preprinted name tags (quantity depending on number of people who RSVP for event)

· Blank name tags (approximately 30)

· Name tag holders and cords (quantity depending on number of people who RSVP for event)

· Goody bags for families speaking at the event

· Coloring pages and crayons (see Outreach and Event Templates for download instructions)

· Bottled water for event speakers

· Clipboards (2)

· Index cards for speaker notes

· Disposable camera (1) 

· Glue sticks (2)

· Gaffer tape (black electrical tape that can be found at most hardware stores) (1 roll)

· Masking tape (1 roll)

· Scotch tape (1 roll)

· Velcro tape (1 roll)

· Left-handed scissors (1 pair)

· Right-handed scissors (1 pair)

· Letterhead (approximately 50 sheets)

· White paper (1 ream)

· Make-up kit and hair spray for speaker touch-ups (1)

· Safety pins

· Paper clips (1 box)

· Pens (1 box)

· Sharpies (black permanent markers) (5)

· Rope (25 feet)

· Shower curtain rings to hang banners (12)

· Stapler (1)

· Staples (1 box)

· Three-hole puncher (1)

