SMALL-GROUP ROUNDS

Large projection screen
10 feet

Water
and glass

8’ Display Table

LCD
projector

Flip chart
and markers

Refreshment Table

1.

If the room is long and narrow, put the front of the room against one of the long walls.

2.

Have the chairs at each table face the front of the room, not the small table itself.

3.

Tablecloths on tables if possible.

4.

Provide tables and chairs for 10% less than anticipated audience but have enough
chairs stacked in the room for 10% more than anticipated.

5.

Spaces between tables no more than 6 feet.

6.

Water on participant tables and speaker table.
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CLASSROOM-STYLE SEATING (with 2 aisles)

Large projection screen

Water
and glass

LCD
Projector

Flip chart and
markers

8’ maximum

Entrance

1.

If the room is long and narrow, put the front of the room against one of the long walls.

2.

Use 6' narrow tables for seating.

3.

Tablecloths on tables if possible.

4.

Provide tables and chairs for 10% less than anticipated audience but have enough
chairs stacked in the room for 10% more than anticipated.

5.

Side tables at 45° angle. Middle tables straight. If two tables are in the middle, angle
slightly rather than straight.

6.

Aisles no more than 4 feet wide.

7.

Water on participant tables and speaker table.
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CLASSROOM STYLE SEATING (with 1 aisle)

Large projection screen

LCD
projector

Water
and glass

4’

4’

6’ x 30” tables

8’ Display Table

Refreshment Table

1. If the room is long and narrow, put the front of the room against one of the long
walls.
2. Use 6' narrow tables for seating.
3. Tablecloths on tables if possible.
4. Provide tables and chairs for 10% less than anticipated audience but have enough
chairs stacked in the room for 10% more than anticipated.
5. Aisles no more than 4 feet wide.
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U-SHAPED SEATING
LONG SIDE OF ROOM
S
H
O
R
T

Large projection screen

Riser

S
I
D
E

6’

8’

Flip chart and
markers

4 x 4 Table with
LCD projector,
water, glass

ENTRANCE TO BACK OR SIDE

1.

Use 6' narrow tables for seating.

2.

Tablecloths on tables if possible.

3.

Side tables at 45° angle. Middle tables straight. If two tables are in the middle, angle slightly rather than
straight.

4.

Water on participant tables and speaker table.

5.

No risers for less than 100 participants. 16" risers for more than 100 participants.
©Dr. Alan R. Zimmerman y CSP y CPAE Speaker Hall of Fame
Tel: 1-800-621-7881 y Email: Alan@DrZimmerman.com y Web: http://www.DrZimmerman.com

THEATRE STYLE U-SHAPED ROOM SETUP
LONG SIDE OF ROOM
Flip chart
and markers

Large projection screen

Flip chart
and markers

Water and
glass

S
H
O
R
T

LCD
projector

S
I
D
E

ENTRANCE TO BACK OR SIDE

1.

If the room is long and narrow, put the front of the room against one of the long walls.

2.

No tables.

3.

Moveable chairs - not interlocked - or fastened to the floor.

4.

Provide chairs for 10% less than anticipated audience but have enough chairs stacked in the room for
10% more than anticipated.

5.

No risers for less than 100 participants. 16" risers for more than 100 participants.
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THEATRE SEATING CURVED ROWS

Large projection screen

LCD
projector

Water
and glass

8’ maximum

Flip chart and
markers

SEATS IN CURVED ROWS

4’ wide
centre
aisle

1.

If the room is long and narrow, put the front of the room against one of the long
walls.

2.

No tables.

3.

Moveable chairs - not interlocked - or fastened to the floor.

4.

Provide chairs for 10% less than anticipated audience but have enough chairs
stacked in the room for 10% more than anticipated.
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THEATRE SEATING FOR 500+ PEOPLE
Large
projection screen

4’x4’ table

Water and glass

LCD
projector
Access stairs

4’

8’ Display Table

6’

4’

8’ Display Table

1.

If the room is long and narrow, put the front of the room against one of the long walls.

2.

No tables.

3.

Moveable chairs - not interlocked - or fastened to the floor.

4.

Provide chairs for 10% less than anticipated audience but have enough chairs
stacked in the room for 10% more than anticipated.
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SMALL-GROUP ANGLED TABLES
Large projection screen
10 feet

LCD
projector
Water
and glass

8’ Display Table

Flip chart and
markers

Refreshment Table

1.

If the room is long and narrow, put the front of the room against one of the long walls.

2.

Use 6' tables for seating. Have the chairs at each table face the front of the room, not
the small table itself.

3.

Tablecloths on tables if possible.

4.

Provide tables and chairs for 10% less than anticipated audience but have enough
chairs stacked in the room for 10% more than anticipated.

5.

Side tables at 45° angle. Middle tables at 90° angle from the speaker's table. If the
center section has two or more tables, angle slightly.

6.

Spaces between tables no more than 6 feet.

7.

Water on participant tables and speaker table.
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BOARDROOM SEATING
Large projection screen

Flip chart and
markers

Water
and glass

LCD
projector
Flip chart and
markers

6’ x 30” tables
or one conferencestyle table

8’ Display Table

Refreshment Table

1.

If the room is long and narrow, put the front of the room against one of the long walls.

2.

Provide tables and chairs for 10% less than anticipated audience but have enough
chairs stacked in the room for 10% more than anticipated.

3.

Water on participant tables and speaker table.
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