
checklist for
client offsites 
By Cindy Tonkin



Participants

Number, style, loves, hates

Culture

Constraints

What is normal: pattern interrupt 
or rapport

Who

Opening address

Acknowledgement or Welcome to Country

Closing

People who must speak

Other involved parties

Content

Outputs

Pre work

Survey

Raw materials timetable

Is the invoice in train

Room

Venue

Layout of room 

Seating 

Table size

Wall space for display 
(blu tac, pins, other)

Graphic recorder

Tech and logistics

Roving mic

Lapel mic

Sound tech

Logistics assistance

Powerpoint 

Music (demographics)

Food etc

Lunch provided?

Coffee tea

Food in room

Breaks times and duration

Lunch time and duration

Start and end times
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So you've been asked to pull together an offsite. 

This is a basic checklist I use when I'm running offsites for clients to make sure I've remembered 
everything. 

You may also like to check out my other free resources:

You can �nd my checklist for offsites and some games to play at offsites, along with other 
free resources at cindytonkin.com/free-stuff

An offsite is way more than the logistics of bringing people together. You'll get a lot more value 
with a professional facilitator. 

Please talk to me about working with you and your teams.
cindytonkin.com/chat

Have a great offsite!

https://www.cindytonkin.com/free-stuff/
https://consultantsconsultant.com.au/talk-to-cindy/
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W h a t ’s  n e x t : 
S m a r t e r ,  f a s t e r ,  n i c e r  w i t h  C i n d y  T o n k i n

Cindy Tonkin,  the Consultants’ Consultant  builds analytics 
capability through soft skills for data teams. They can work 
smarter, faster and nicer. 

If your team is hard to manage, your stakeholders are cranky 
and budgets are tight, then she can help.

Talk to her cindytonkin.com/chat

Listen to Cindy’s Smarter Data People  podcast: 

Leaders in data science talking about how they work smarter, 
faster and nicer. Smarterdatapeople.com

Cindy Tonkin  +61 412 135 426

Read one of Cindy’s 18 books on consulting 
better: cindytonkin.com/books

Get tools to help you work smarter, faster  
and nicer: cindytonkin.com/tools

https://consultantsconsultant.com.au/talk-to-cindy/
https://smarterdatapeople.com/
https://www.cindytonkin.com/books/
https://www.cindytonkin.com/tools

