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	Timeline checklist 6.3.1



ENTERTAINMENT & MEDIA – Setting up

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	CONFIRM
	
	
	
	

	Speakers
	Contact
	
	
	

	- time/meet & greet
	
	
	
	

	- issue entrance badge
	
	
	
	

	- send car park/map
	
	
	
	

	- running order
	
	
	
	

	Entertainers
	Contact
	
	
	

	- time/meet & greet
	
	
	
	

	- issue entrance badge
	
	
	
	

	- send car park/map
	
	
	
	

	- running order
	
	
	
	

	VIPs
	
	
	
	

	- time/meet & greet
	Contact
	
	
	

	- issue entrance badge
	
	
	
	

	- send car park/map
	
	
	
	

	Concessionaires
	Contact
	
	
	

	- Location on site
	
	
	
	

	- time of access
	
	
	
	

	-  departure
	
	
	
	

	- entrance badge
	
	
	
	

	
	
	
	
	

	MEDIA
	
	
	
	

	- Updated Press Release
	issue
	
	
	

	- time/meet & greet
	Contact
	
	
	

	- issue entrance badge
	
	
	
	

	- send car park/map
	
	
	
	

	- running order
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