Event Setup Options & Checklist

Chairs in horizontal rows facing the same direction.
May have an aisle(s) depending on the number of
chairs used.

CONFERENCE

Tables placed together in a board room style with
chairs around the outside and two ends.

CLASSROOM
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Tables in horizontal rows facing the same direction
with chairs facing presenter.

CIRCLE

Chairs set up in the shape of a circle.
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Tables placed in staggered horizontal rows.
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Chairs in horizontal curved rows facing the same
direction. May have an aisle(s) depending on the
number of chairs used.
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Tables set in the shape of the letter U, with chairs
around the outside; can also have chairs set around the
inside.
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Tables in horizontal rows facing the same direction set
in a “vV” formation.
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Chairs set up in the shape of a halt circle, usually facing
the speaker.

BANQUET ROUNDS
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Tables placed in linear horizontal rows.






