Ecology’s SMP Review and Approval
Open House/Hearing Checklist 


IMPORTANT DATES
Public Comment period opens: 
Public Comment period closes:
Open House/Hearing: 
Legal Ad submission deadline:
Legal Ad publication:
News release submission deadline:

STAFF
Planner:		
Hearings Officer: 	
Support Team: 		

AUDIENCE (who, how many)


HANDLING TOUGH ISSUES: What tough questions or comments do you expect to receive and what should Ecology’s response be?  (Reach agreement on responses among staff that will at the event. See Publications #10-06-012, #09-06-029, and FAQs online for vetted messages.)



TASKS and ASSIGNMENTS

To be done before Comment Period Opens 
· Reserve venue
· Submit meeting form
· Coordination with local government, others
· Webpage with documents
· Paper copies of documents at regional front counter, local planning office, and other remote locations as needed
· Ecology public calendar (Jackie Chandler provides)
· Printing and mailing of large postcard notice with hearing
· Legal Ad
· News Release
· Public meeting form submitted to fiscal
· Optional:
· Notice to legislators (Tom Clingman provides)
· Blog (Communications Manager provides)


To be done before Open House/Hearing

· Agenda with “how to comment” information on back
· Posters/information boards for Open House
· Presentation for Open House 
· Script (Hearings Officer provides)
· Reserve equipment not provided by Hearings Officer (microphones, screen, etc.)
· Reserve transportation
· Other:
· Print or gather handouts:  
· Agenda
· Comment form
· Tough Issues
· SMP FAQ
· Code of Civility Poster
· A paper copy of the SMP per 50 attendees
· Shoreline maps
· Paper copies of presentation
· Other:
· Set aside supplies:
· Projectors and laptops (bring a back up set)
· Comment form ‘deposit’ box
· Blue and duct tape
· Pens/pencils
· Sign in sheets or cards (Hearings Officer provides)
· Light refreshments
· Road and door signs
· Flip chart easels (3-5)
· Flip chart pad (1)
· Colored markers
· Name tags for staff; name tags for public
· Other:
· Optional: 
· Arrange for extra security staff; develop a contingency plan for a safe and secure event
· Prepare a media kit (Communications Manager provides)
· Create a list of VIPs expected at the event and share with event staff

To be done the day after the Open House/Hearing
· Submit tape for transcription

To be done after comment period closes
· Update website (Web Template 2); add comment summary
· Acquire and place in the project file the hearing Summary Memo (Hearings Officer provides)
· Submit completed meeting form to fiscal
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