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1 - Symposium / Seminar / Conference — Logistics Plan

2 - Inhouse Training Course — Logistics Plan
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1 - Symposium / Seminar / Conference — Logistics Plan

Title: xxxx

Date: xxxx

Venue: xxxx

Main Coordinator: xxxx
Vice Coordinator: xxxx

Checklist:
Before the Symposium / Seminar / Conference

Work Description By Due Date Check Status

Remarks

Co-ordination Work:

Establish Organization Committee (OC) if
applicable

Confirm / booking of venue, include IT
equipment (e.g., projector, laptop, mobile mic,
etc.)

Confirm / booking of catering

Page 2 of 15
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Public Relation — Speaker:
Invitation letter to speakers
Paper submission/deadline
Speaker allowance
Public Relation — Co-organizer / Supporting organizer:

Preparation of summary for co-organizer and
supporting organizer

Invitation letter to co-organizer

Invitation letter to supporting organizer

Confirmation to organizers

Collect and confirm LOGO or Name to be used

Public Relation — Reporter:

Invitation letter to reporters for press
conference (if applicable)

Contact reporter for arrangement of press
conference (if applicable)

Page 3 of 15
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Invitation letter to reporters for event

Contact reporter for arrangement of event

CAEU Application:

Preparation of CAEU Application Form

Preparation of CAEU Flyer

Preparation of document (presentation /
schedule / printout / speaker CV)

Submit application to CAEU

Publicity:

Preparation of Application Form for enrolment
(Google / Microsoft) with QR code

Preparation of survey (Google / Microsoft) with
QR code

Preparation of Leaflet / Flyer (paper version
and e-version)

Promotion of Leaflet / Flyer (e-version) on
AEEMM website / Facebook / Wechat / Email

Page 4 of 15
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Preparation of Proceeding (paper version and
e-version)

Sponsorship:

Define sponsorship package

Invitation letter to sponsor

Confirmation to sponsorship

Prepare invoice

Receive sponsorship payment

Prepare receipt

Third Party Service:

Digital Production (Zoom and video taking)

Live photo taking w/ photo web viewing and
download

Backdrop / Banner / Signature Board /
Proceeding Production

IT network - CTM

Public Relations Firm

Page 5 of 15



‘\"”! BT MRS £
O The Macao Institution of Electrical and Mechanical Engineers (MIEME)

Associacio dos Engenheiros Electrotécnicos e Mecanicos de Macau (AEEMM)
Bht ol R RIEAE L LFE 600 5LE

F-REEEY w1505 % feht I www.aeemm.org.mo

wIE 0 2883-8511 @ E : 2883-7701 = 2% info@aeemm.org.mo

Live broadcasting, eg. Youtube

Registration:

Contact successful applicants by mail / mobile /
msg

Receive applications

Preparation for Event:

Material including:
1. Overall rundown
2. Attendance list
Registration form w/ pens (3 sets)
Flower
Water
Camera
Name tags (speakers + OC member +
helpers)
8. Signage: “Please register here”
9. Proceedings (around 200 copies)

NOo O R
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10. Computer (Notebook x2)

11.Seat Plan w/ label

12. Attendance Certificate (copies) with
stamp

13.Payment receipt

14.Press release for event w/ QR code

15.Banner

16.Backdrop

17.Signature Board

18. Appreciation Certificate

Collect CVs from speakers and prepare
introduction speech (SC)

Collect presentation PowerPoint

Venue visit

Test run and rehearsal

Souvenir (w/ frame for president, speakers,
session chairmen, keynote speakers; w/o
frame for OC members, helpers)

Prepare Souvenir bag and pass to Advisors,

Page 7 of 15
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Speakers, Co-organizers, Supporting
organizations and Sponsors

Time Keeping
(5 minutes / 1 minutes / Time Up sign)

Site setup:
1. Computer setup
2. Venue (Backdrop / Banner / Signature
Board / Booth) setup
3. Venue setup for press conference
4. Registration Table setup
5. Seat plan and label

Reminder:
1. Reminder for Speaker
2. Reminder for Guest / VIP
3. Reminder for reporter
4. Reminder for public participants

Page 8 of 15
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During the Symposium / Seminar / Conference
Work Description By Due Date Check Status Remark

Personnel Arrangement:

MC

Photographer

IT Controller

Stage manager to control rundown

To Do List:

Reception

Setup checking

Admission control

Banner / Backdrop / Signature Board setup

Distribution of materials:
- Souvenir

- Proceedings

- Attendance Certificates
- Advisor Certificates

- Sponsor Certificates

Page 9 of 15
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- Co-organizer & Supporting organization
Certificates
Time control
Clear up
After the Symposium / Seminar / Conference
Work Description By Due Date Check Status Remark

Financial report

Speaker allowance settlement

e-photos distribution

Thank you letter to sponsors, organizers

Upload PowerPoint to AEEMM website

Appreciation certificate for OC Members

Update AEEMM website / Facebook

Press release

Survey analysis and review

Settle payment

Page 10 of 15
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2 - Inhouse Training Course — Logistics Plan

Title: xxxx

Date: xxxx

Venue: xxxx

Main Coordinator: xxxx
Assistant: xxxx

Checklist:

Work Description By Due Date Check

Status

Remarks

Public Relation — Speaker:

Discussion with speaker for training intention

Speaker allowance

Confirm training content and schedule

Collect training material (presentation) /
speaker CV / speaker photo

CAEU Application:

Page 11 of 15




‘\"”! BT MRS £
O The Macao Institution of Electrical and Mechanical Engineers (MIEME)

; M Associacio dos Engenheiros Electrotécnicos e Mecanicos de Macau (AEEMM)

Fo FEE LS S 1505 %
T35 28838511 WE ¢

Bkl R REAE L L5 600 5LE

By
2883-7701

www.aeemim.org.mo

g

info@aeemm.org.mo

Preparation of CAEU Application Form

Preparation of CAEU Flyer

Preparation of document (presentation /
schedule / printout / speaker CV)

Submit application to CAEU

Sponsorship (if any):

Define sponsorship package

Invitation letter to sponsor

Confirmation to sponsorship

Prepare invoice

Receive sponsorship payment

Publicity:

Preparation of Application Form for enrolment
(Google / Microsoft) with QR code

Preparation of survey (Google / Microsoft) with
QR code

Preparation of Flyer (e-version)

Page 12 of 15
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Promotion of Flyer (e-version) on AEEMM
website / Facebook / Wechat / Email

Enrolment / Registration:

Contact successful applicants by mail / mobile /
msg

Receive applications

Form communication group (Wechat /
Whatsapp)

Preparation - ZOOM:

Prepare Course Notes (FRF2ZEH1)

ZOOM test with speaker

ZOOM test with applicants

Attendance taking

Prepare attendance record

Certificates and receipt distribution after
course, by mail

Survey sending by mail

Page 13 of 15
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ES

Preparation - Site:

Confirm / booking of venue, include IT
equipment (e.g., projector, laptop, mobile mic,
etc.)

Site visit and testing

Confirm / booking of catering

Material including:

1. Attendance list

2. Registration form w/ pens (3 sets)

3. Computer (Notebook)

4. Attendance Certificate (copies) with
stamp

5. Payment receipt
Backdrop / Banner (if any)

Site setup:
Venue (Backdrop / Banner) setup
Computer setup

Registration Table setup

Catering setup

owbd-=
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Registration
Photo taking
Certificates and receipt distribution after course
Survey

After Training Course:

Financial report

Survey analysis and review

Speaker allowance settlement

Payment settlement

Update AEEMM website / Facebook
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