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EVENT PREPARATION CHECKLIST

EMPLOYEE-IN-CHARGE: OFFICE:
DETAILS

1. EVENT: OTHER DETAILS:

2. DATE: 3.TIME: TO
4. NO. OF PAX:
5.SET- UP U-TYPE CONFERENCE TYPE BANQUET TYPE ROUND TYPE

LOGISTICS OTHERS ——

1.FOOD: DETAILS:

BREAKFAST LUNCH AM/PM SNACKS DINNER COCKTAIL OTHERS
2. FURNITURE:

TABLES CHAIRS

3. PLANTS AND OTHER ORNAMENTS:

MULTIMEDIA AND PRODUCTION
1. EMCEE:
2. TECHNICAL REQUIREMENTS: ON SITE TECH SUPPORT:
SOUND SYSTEM WITH MIC PROJECTOR OTHERS
3.MUSIC:
4.MEDIA COVERAGE: PHOTO VIDEO SOUND RECORDING
5.MEDIA PRODUCTION: DETAILS:
6. BACKDROP: FULL-SET PLANTS ONLY PROJECTED L] OTHERS___

7. PERFORMANCE:

8.GRAPHICDESIGNS: INVITATION POSTER OTHERS
9.MISCELLANEOUS: [ TROPHY CERTIFICATES |_| OTHERS
PRE-EVENT PREP VIP (SECURITY)

1. USHERS:

2. WALKTHROUGH:

3. REGISTRATION:

4. TECHNICAL DRY RUN:

5. HEALTH PROTOCOLS:





