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Presenter Checklist: Differentiation Module 
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Logistics
· Finalize presentation details:

· Date

· Time

· Location

· Number of participants

· Number of sessions

· Set up A/V

· Set up Parking Lots—put chart paper in a visible spot with “Parking Lot” written across the top, and place sticky notes and pens near participant seats

· ________________________________________________________

· ________________________________________________________
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Technology/Audio-Visual

· Portable computer/laptop

· LCD projector

· Screen or other projection area

· Data storage device containing back-up copy of presentation

· Table set up for projector

· Outlet in close proximity for projector and computer

· If using video, arrange for VCR and TV

· ________________________________________________________

· ________________________________________________________
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Materials
· Copy of facilitator notes and all handouts (in order of reference) for yourself

· Copies of all handouts and presentation slides for participants

· Copies of evaluation form and follow-up form

· Two envelopes for evaluation form and follow-up form

· Video tape, cued to segment of interest (if using)

Sticky notes, chart paper, and pens for Parking Lot questions

· ________________________________________________________
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Optional Activity
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