Workshop Checklist
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Space and Equipment

Chairs and Tables
TV/Video Player
Music Player

Speaker

Flip Chart and Pad
Projector and Screen
Projector Dongle
Camera

Camera Memory Card
USB Memory Stick
Leads e.g. USB, Mini-Jack
Laptop

Clipboard
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af Check in Advance

[J Book Workshop Space

[1 Book Hotel Room

[J Public Liability Insurance
I Train Delays

[J Order Taxi/Book Car Park
O

O

List of Participants

Evaluation Forms

Participants Liability Waiver

Media Release Form

Workshop Outline

Workshop Summary for Participants
Workshop Notes for Participants
Notices (e.g. Workshop Title)
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. Stationery

Pens/Pencils

Paper

Flip Chart Pens

Name Badges

Attendance Certificates
Envelopes (for Certificates)
Folders

Sticky Notes

Index Cards

Blu-Tack
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") Refreshments

(1 Cups/Tumblers
O Milk

] Water

] Biscuits

1 Fruit

[J Order Teas/Coffees

@ Personal

Travel Tickets/Cards
Passport

Phone and charger
Watch

Bottle of Water

Coffee Cup

Business Cards

Change for Car Park/Taxi
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