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Title: xxxxx
Date: xxxx
Venue: xxxx

Checklist :

Symposium

Seminar or Conference— Logistics Plan
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Before the Symposium

Work Description By Due Date Check Status Remarks

Co-ordination Work :

Confirm / booking of venue

Confirm / booking catering

Confirm / booking of equipment (e.g. projector,
laptop, mobile mic)

Public Relation :

Letter to speakers

Paper submission/deadline




RIABRELREGER

The Macao Institution of Electrical and Mechanical Engineers (MIEME)

E l! Associacao dos Engenheiros Electrotécnicos e Mecanicos de Macau (AEEMM)
O k

ok o RPIREAM KRB 600 3L
E-BREHEFS 1505 F 493k ¢ www.aeemm.org.mo
E3E 0 2883-8511 {2 A : 2883-7701 & #k :  info@aeemm.org.mo

Before the Symposium

Work Description By Due Date Check Status Remark

Publicity :

Preparation of Leaflet

Deliver of leaflet (e-version)

Preparation of Proceeding

Reqistration :

Receive applications

Attendance list

Contact successful applicants

Preparation for Symposium :

Registration form w/ pens (3 sets)

Camera

Souvenir (w/ frame for president, speakers,
session chairmen, keynote speakers; w/o
frame for OC members, helpers)
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Material including Attendance
list/Chop/Receipt
Flower

Water

Name stand (speakers + OC chairman)

Name tags (speakers + OC member + helpers)

Proceedings (around 300 copies)

Appreciation Cert.

Attendance Cert. ( copies) /w stamp(CPD)

Signage:
“Please regqister here”

Invitation / remind for speaker

Invitation / remind for Guest

Collect CVs from speakers and prepare
introduction speech (SC)
PowerPoint Collection
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Computer(NoteBook)
Computer setup
banner
Venue setup
Registration Table setup and Registration
Prepare Souvenir bag and pass to Advisors,
Speakers, Co-organizers, Supporting
organizations and Sponsors
Time Keeping
(with 5 minutes/ 1 minutes / Time Up sign)
Prepare Newsletter
During the Symposium
Work Description By Due Date  |Check Status Remark

Personnel arrangement :

MC

Photographer

IT Controller
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Stage manager to assist presentation of
Souvenirs

To Do List :

Reception

Setup checking

Admission control

Banner hanging

Souvenir

Distribution of materials:

- Proceedings

- Attendance Certificates

- Advisor Certificates

- Sponsor Certificates

- Co-organizer & Supporting organization
Certificates

Souvenir presentation
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Attendance Certs.

Clear up

After the Symposium

Work Description By Due Date Check Status Remark

Financial report

e-photos distribution

Thank you letter to sponsors, president,
coordinator

Upload PowerPoint to AEEMM website

Appreciation cert for OC Members
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