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Discussed Item

Any events on waiting list

FEATAE SR 5 B RS 30

YES/
NO

Remarks

Lunch venues confirmed

I S

Menu confirmed

ST

Set up time confirmed
BCE I TR A A

Arrangement of vehicles

R

Set-up drawings received

e £ i P 4R

Any decoration to be displayed
(e.g. Hanging up Banner)
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Fire exit importance explained
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AV requirement discussed
AV FsRitie

10

Self brought in beverage
AR

11

Corkage charge Tl %%

12

Internet access required
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13

Payment discussed and described in
contract
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14

Floral arrangements discussed
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15

Signage confirmed #5 & A A

16

Parking coupons {5 441t # %5

17

Training materials to be delivered

RPEEIF R

18

Accommodation
F15 (N BEHTED
(e.g. Rooming list)




