
 

 

Nutrition Meeting Planners Pre-Program Logistics Checklist (to make your job easier & help Michele be as effective as possible) 
 

 Keynotes: Chevron room set-up allows for more audience interaction. It’s ideal if the seats span the widest part of the room and cover less space 
between the podium and the back of the room. 

 Workshops: Round tables with room to move around are strongly preferred for small group work. The only exception is social media training, 
where classroom set-up with adequate power source and wireless access is necessary – along with an Ethernet connection. 

 Customized program: Complete needs assessment (found at http://causematters.com/meetingplannerinfo) and return to Michele with your 
agenda, low-resolution logo, social media handle and meeting hashtag at least one month before your event. 

 Social Mentions: Michele makes an effort to mention her clients on social channels in advance of events, so please let her know if there’s a specific 
Facebook page, Twitter handle, Pinterest board or Linkedin group that you’d like used. 

 Audio: Michele prefers a headset microphone or cordless lavaliere or a handheld microphone unless it is a group of less than 25. Please contact her 
if you don’t have access to cordless. 

 Visual: An LCD projector on a small table near front of room with a screen that can be easily viewed by all seats in the room. When in doubt, use 
two. 

 Handouts: Once finalized, depending on your needs, a master will be provided for you to duplicate and have on-site. 
 Lodging: At least one overnight stay is required most of the time to ensure Michele is fresh for your program. Please arrange a NON-SMOKING 

room. 
 On Site Preparation: Give the hotel Michele’s room set-up requirements to make your job easier – and please double check with them. 
 Sound check: Please let the A/V crew know that we’d like this least an hour before Michele’s program (or at a break that’s convenient to your 

conference agenda). 
 Audience comfort: Checking climate, light and sound control in advance will help people learn more are your meeting! 
 Media interviews: Michele is happy to talk with the media attending your event, but prefers to give interviews following her programs so that she 

can focus on your audience beforehand. It’s also helpful if you let her know about pre-arranged interviews. 
 Introduction: Available for download at http://causematters.com/meetingplannerinfo 
 

Short Bio for program, as needed (see complete biography at http://www.causematters.com/about/biography/) 
Michele Payn, CSP, connects the stories and science of food and farming as one of North America’s leading advocates. She is known for being a 
community catalyst, a passionate advocate for overcoming food misinformation - and antagonizing people into action. Michele has worked in more 
than 25 countries, raised over $5 million in sponsorships for the National FFA Foundation, and is the founder of the weekly online Twitter 
conversations, AgChat and FoodChat. Payn is a best-selling author and has earned the Certified Speaking Professional designation, awarded to less 
than seven percent of professional speakers globally.  She holds degrees in Animal Science and Agricultural Communications from Michigan State 
University. She resides with her husband and daughter in rural Indiana, where they create in the kitchen and care for cattle in their front yard. Michele 
serves as a resource to connect conversations around the food plate at http://causematters.com and socially through @mpaynspeaker. She is the 
author of #1 best seller  Food Bullying, No More Food Fights! and Food Truths from Farm to Table, an IPPY Award winner and a #1 best seller. 
 

Downloadable high-resolution photos available at bottom of http://causematters.com/meetingplannerinfo 
 
Program Descriptions: Contact Michele for details. 
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