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	Timeline checklist 6.3.2



ENTERTAINMENT & MEDIA – Day/s of Event

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	Speakers
	
	
	
	

	- meet & greet
	Check
	
	
	

	- running order
	Check
	
	
	

	- listen to speech
	
	
	
	

	- keep to time
	Check
	
	
	

	Entertainers
	
	
	
	

	- meet & greet
	Check
	
	
	

	- running order
	Check
	
	
	

	- view performance
	Check
	
	
	

	- keep to time
	Check
	
	
	

	VIPs
	
	
	
	

	- meet & greet
	Check
	
	
	

	- introduce to other VIPs
	Check
	
	
	

	- are they happy
	Check
	
	
	

	Concessionaires
	
	
	
	

	-  Correct location
	Check
	
	
	

	- time of arrival
	Check
	
	
	

	- departure
	Check
	
	
	

	- quality of service
	Check
	
	
	

	
	
	
	
	

	MEDIA
	
	
	
	

	- media area
	Check
	
	
	

	- meet & greet
	
	
	
	

	- Update
	Check
	
	
	

	- intro. to VIPs
	Check
	
	
	

	- interviews
	Check
	
	
	

	
	
	
	
	

	VIP Area –all day
	Check
	
	
	

	Press Area – all  day
	Check
	
	
	

	Backstage 
	Check
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