EVENT PLANNING KLIST

Pre-planning :

1.Objective . _ _ _ _ _ _ _ _ _ _ _ _ _ _ o __________.
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Facilities :
1. Number of people expected . - _ _ o _______.
2. Room design and seating. _ _ _ _ .
3. Tables for materials_ _ _ _ o _____.
4, Parking . — - - - e -

5. Directional signs_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ o ______.

Equipment :
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4 Microphones - _ _ _ _ _ _ .
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7. Computer/laptops/internet screen




