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	Timeline checklist 6.3.3



ENTERTAINMENT & MEDIA – Close down

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	Speakers
	
	
	
	

	- payment
	Confirm
	
	
	

	- departure
	
	
	
	

	Entertainers
	
	
	
	

	 - payment
	Confirm
	
	
	

	- departure
	
	
	
	

	VIPs
	
	
	
	

	- departure
	Confirm
	
	
	

	- thank you letter
	Check
	
	
	

	Concessionaires
	
	
	
	

	Payment/fee
	Confirm
	
	
	

	MEDIA
	
	
	
	

	- departure
	Check
	
	
	

	- follow-up press release
	Follow through
	
	
	

	- coverage achieved
	Check
	
	
	

	
	
	
	
	

	VIP Area 
	Check cleared
	
	
	

	Press Area 
	Check cleared
	
	
	

	Backstage 
	Check
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