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ROOM  
SET-UP 

Notice:  This document belongs to the Canadian Intergovernmental 
Conference Secretariat (CICS) and has been created solely 
for the use of the recipient* and may not be reproduced or 
circulated without CICS prior written consent.

*  Recipient defined as a federal, provincial or territorial government employee 
that is involved in the planning of a senior-level intergovernmental conference.
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Audio-Visual
CICS always provides a basic AV set-up for the main 
meeting room which includes:

 ¡ Sound system (microphones, speakers)
 ¡ Interpretation (booth, receivers and headsets 
for participants, English/French interpreters)

 ¡ 2 large screens with projectors (or monitors) 
for English and French presentations

 ¡ Presenter-view monitors
 ¡ Audio recordings
 ¡ Phone lines for teleconferencing
 ¡ WiFi
 ¡ Delegation plaques for main table
 ¡ Tent cards for perimeter tables
 ¡ Notepads and pens
 ¡ FPT and NIO flags and draping  
(for Minister-level meetings)

Will there be remote participants or presenters 
at your event? Please note that advanced 
planning and testing will be required.

Connection Options:

Teleconference
Participants who 
want to join by 
telephone only 

Videoconference
3 or more sites that 
want to join virtually 

What is required?
. Telephone
. Headset or 

earbuds with 
integrated mic

Web Conference
1–2 sites that want
to join virtually

What is required?
. Laptop
. Webcam
. Microphone
. Telephone
. Headset or earbuds 

with integrated mic

What is required?
. Access to 

videoconference 
equipment 
or facility

. Smartphone

. Headset or 
earbuds

voice only

voice and video

voice and video

Additional AV requirements can be discussed with the 
CICS Conference Manager assigned to your meeting.

This is the most traditional  
and widely-used set-up 
for intergovernmental 
conferences. It is excellent 
for interactive discussions 
because participants are 
all facing each other. 

Table Set Up

Hollow Square/
Rectangle 

U-Shape 

Rounds  
(Banquet)

This set-up is most  
commonly used when  
there is a large number  
of attendees and/or  
when there are multiple  
presentations to be given.  
It is also used when there 
are breakout sessions 
within a meeting to  
allow for more intimate 
discussions. It allows for 
engagement in question 
and answer style meetings. 
In the context of intergov-
ernmental meetings, 
special consideration 
should be given to incorpo-
rating the right type of 
interpretation services. 

This set-up is arranged in 
an open ended configu-
ration with the audience 
facing inwards. It is most 
commonly used to allow 
presenters to engage with 
audience members, com-
monly seen in seminar 
style meetings. A down-
side (something to keep 
in mind) is that it can be 
an inefficient use of the 
meeting room space, with 
seating capacity reduced. 
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A best practice is to maximize the use 
of the set-up in the main meeting room 
since it is already equipped with sound 
and an interpretation system.

Perimeter 
Seating
The most widely used approach to perimeter  
seating is for additional delegates to be 
seated directly behind their heads of del-
egation at smaller classroom-style tables. 
Space is also allocated for note-takers and/
or observers, as needed. 

If space does not allow, and/or if there 
are many additional people in attendance, 
perimeter seating can be limited to chairs 
only, whether around the perimeter of the 
room or in a theatre style set-up. 

Presentations
Presentations are often part of intergovernmental  
meetings, the most common set-up is for presenters  
to be seated at the “presenter end” of the main table. 
Some other set-up options include:

 ¡ Standing at a podium
 ¡ Standing with a wireless or lapel mic
 ¡ Panel-style on a riser

 ¡ Table, table mics and chairs
 ¡ Soft seating with wireless or lapel mics

 ¡ Virtual via web conference or videoconference 
 ¡ Third screen, camera and dedicated internet  
connection required

PowerPoint presentations should be in widescreen 
format (aspect ratio 16:9) in order to optimize the 
image and avoid having screens with black bars on 
the left and right side of the presentation.

Presentation decks and speaking notes should be 
provided to CICS in advance of the meeting in order 
to brief the interpreters.

16:9

YES NO

4:3
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Breakout Sessions
The main consideration for breakout sessions at 
intergovernmental meetings is how to best incorporate 
interpretation services so all delegates can participate 
fully in the official language of their choice.

Some common set-up options include:

 ¡ Within main meeting room: Round tables off 
to the side to allow for small group discussions.

 ¡ Multiple rooms: Bilingual session in the  
main meeting room and English sessions  
in separate rooms.

Interpretation Options:

 ¡ Simultaneous: Immediate interpretation 
from one language to another. With the  
aid of a headset/receiver, an individual is 
able to hear the language of their choice  
via the interpreters in the booth. Mics must  
be used for this type of interpretation.

 ¡ Whisperer: one-on-one interpretation. Ideal 
for discussions happening at small tables 
where the sound system is not in use.

 ¡ Consecutive: paraphrasing for a small group 
what the person has said in another language.

Example with round breakout tables inside the main meeting room. 

The Conference Manager assigned to your 
event can provide suggestions based on 
your objectives. 
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MEDIA
Many different terms are used such as Press Conference, Scrum, 
Photo Op or Media Availability and the format also widely varies 
from one sector to another, depending on the level of desired for-
mality and the issues at hand. The Communications people from 
the Chair or Co-Chairs offices take the lead on this aspect of the 
conference. They are responsible for issuing the media advisory, 
answering media inquiries and providing direction to the event.

Working together to 
make it happen.

Things to consider when  
there is a media element  
to your conference 

 ¡ Will there be a photo op? 

 ¡ Will it be inside the meeting room? 

 ¡ How will it work?

 ¡ Will there be a press conference? 
 ¡ Does the meeting room space allow for the press  
conference to be held in the same room? 
 ¡ If yes, plan a 20 minute break between end of  
meeting and start of Press Conference (clearing  
of room, final briefings, media placement and  
set-up, opening of telephone lines) 

 ¡ Will it need to be held in a separate room? 
 ¡ If yes, this will require an additional set-up  
of flags, interpretation booth and AV equipment. 
(approximate cost: $5,000)

 ¡ Will there be a scrum? 
 ¡ Often seen at the Premier/First Minister level.  
(approximate cost: $5,000) Common Press Conference Set-Ups

Media is  
normally only 
in attendance 
at Ministers’ 

Meetings.


