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Traveling Training Toolkit

It’s a good idea to start a traveling toolkit filled with items you might need when coordinating an off-site training.

Suggested items include:

· 3-hole punch

· Band-Aids

· Batteries

· Blank computer disks/CDs

· Blank name tags

· Business cards

· Clipboard with pen

· Envelopes, Shipping labels

· Extension cord, 3-prong adapter

· Extra bulb for LCD projector

· Laser pointer

· Paper clips

· Pens, Flipchart markers, Dry Erase markers, Highlighter pens

· Plastic bag

· Post-it notes

· Rubber bands

· Ruler

· Scissors, Cutter

· Scotch Tape, Packing Tape (heavy duty tape)

· Stapler

· Telephone extension cord 
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