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CHECK LIST (for activities involving VVIP)








	No
	Item
	Action (√)
	Remark

	1. 
	Co-ordination meeting between club committee and MMU department (STAD, FMD, MARCOMM, SECURITY)
	
	

	
	VVIP Invitees
	
	

	2. 
	Invitation Card
	
	

	3. 
	Programme/Agenda
	
	

	4. 
	Programme Book
	
	

	5. 
	Note to editor
	
	

	6. 
	Press Release
	
	

	7. 
	Brochures/Pamphlet
	
	

	8. 
	Foreword for VIP/President/Director
	
	

	9. 
	Speeches for VIP/President/Directors
	
	

	10. 
	Emcee Text
	
	

	11. 
	Hall Layout
	
	

	12. 
	Backdrop
	
	

	13. 
	Sitting Arrangement
	
	

	14. 
	Souvenirs
	
	

	15. 
	Usherettes
	
	

	16. 
	Poster
	
	

	17. 
	Banner
	
	

	18. 
	Venue for Refreshment / Menu
	
	

	19. 
	Caterer
	
	

	20. 
	Rehearsal
	
	


Actual day checklist.
	
	
	Action (√)
	Remark

	1. 
	Come 45 minutes before event start
	
	

	2. 
	Check on student attendance
	
	

	3. 
	Check the cleanliness of surrounding area (dustbin etc..)
	
	

	4. 
	PA system is ready (consult with technician)
	
	

	5. 
	All of organizing committee is ready
	
	

	6. 
	Emcee has to be ready at his/her place
	
	

	7. 
	Usherettes is to be ready at their place
	
	

	8. 
	Check for caterer/refreshment
	
	

	9. 
	Backdrop
	
	

	10. 
	Prize/souvenir
	
	

	11. 
	VIP chair tagging
	
	

	12. 
	Mineral water/glass/table cloth
	
	

	13. 
	Umbrella is prepared if raining.
	
	

	14.
	Food for the VIP:
Menu:

Layout:

Venue:
	
	


