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<PROJECT NAME>
<DATE>

<PLACE>

	Ok
	No.
	Item
	Qty
	Responsible by
	Remarks

	
	1. 
	Corsages
	5
	
	

	
	2. 
	Banner
	1
	
	

	
	3. 
	Dragon JC Head Table Blue Flag
	1
	
	Obtain from Hon. Sec

	
	4. 
	Name Stands
	5
	
	

	
	5. 
	Souvenir Flag
	2
	
	

	
	6. 
	OC Name Tags
	6
	
	

	
	7. 
	Registrations Forms
	1 set
	
	Obtain from Hon. Sec

	
	8. 
	Film and camera man
	3 / 1
	
	

	
	9. 
	Refreshment
	30 pax
	
	

	
	10. 
	Glasses of water for speakers
	2
	
	

	
	11. 
	Lectures notes
	30 sets
	
	

	
	12. 
	Floor Plan
	1
	
	

	
	13. 
	Direction Posters (G/F and 2/F)
	2
	
	

	
	14. 
	Stationary
	
	
	

	
	15. 
	Receipts
	
	
	

	
	16. 
	Evaluation Forms
	30
	
	

	
	17. 
	Money changes ($5 coins and $20 bank notes)
	$ 1,000
	
	

	
	18. 
	Overhead projector
	1
	
	from venue

	
	19. 
	Labels for participants
	30+
	
	

	
	20. 
	Background music tapes & radio
	
	
	

	
	21. 
	
	
	
	

	
	22. 
	
	
	
	

	
	23. 
	
	
	
	

	
	24. 
	
	
	
	

	
	25. 
	
	
	
	

	
	26. 
	
	
	
	

	
	27. 
	
	
	
	

	
	28. 
	
	
	
	

	
	29. 
	
	
	
	


Logistic Check List
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