List of Requirements for the Hospitality/Logistic Team to Work With

Name of Event:  District & Council Meeting / Welcome Nite / Opening Ceremony /



   Mandarin Workshop / Mandarin Contest / Tamil Workshop & Contest / 

   Break-up Workshops / Gala Dinner / Contest & Closing Ceremony /



   New District Officers Meeting



   (Please Circle)
Cut-Off Date for submission to Logistics Team is by 15 February 2008
	S/N
	REQUIREMENTS
	QTY
	REMARKS

	
	
	
	

	1
	Microphone – stand
	
	

	2
	Microphone – Clip-On
	
	

	3
	Microphone – at Lectern
	
	

	4
	Tables on Stage
	
	

	5
	Tables for Trophies/Gifts
	
	

	6
	Tables for Registration Counter
	
	

	7
	Tables for Timers
	
	

	8
	Chairs on Stage
	
	

	9
	Chairs for Registration Counter
	
	

	10
	Chairs for Timers
	
	

	11
	Projectors
	
	

	12
	Wall Screen
	
	

	13
	Rostrum/Lectern
	
	

	14
	DVD/CD Player
	
	

	15
	PA System 
	
	

	16
	Changing Room for Performers
	
	

	17
	Contestants/Judges Briefing Room
	
	

	18
	Flag Stands
	
	

	19
	Flags
	
	

	20
	Flag Bearers
	
	

	21
	Sitting Arrangement for VIP
	
	

	22
	Flower/In-Door Plants Decoration
	
	

	23
	Back Drops
	
	

	24
	Lighting Controller
	
	

	25
	AV Controller
	
	

	26
	White Boards
	
	

	27
	Direction Signage
	
	

	28
	Timing Device
	
	

	29
	Basic Stationery
	
	

	30
	Others
	
	

	31
	
	
	

	32
	
	
	

	33
	
	
	


