Secretariat Room & Registration
Logistics Requirement @ Room 207 & Lobby – 22 – 25 May 2008

(Chair Persons – Dooren Neo & Kong Pak Fee)

1. 7-8 Tables inside room 207 for packing purposes and to be used as tables for judges’ holding room

2. 3-4 Tables outside room 207 for registration purposes. All to be set up on 22 may 2008

3. Signage for “Registration” & “Lost & Found”

4. A print-out of the summary of the convention event to be displayed near room 207 lobby, if allowed by Suntec

5. 10-12 chairs inside room 207 & 5-6 chairs outside room 207 for registration

6. Pen & Paper

7. Drinks

8. Stationary – to be purchased by secretariat team

9. Computer and Printer – to be supplied by the secretariat team

10. A4 paper – to be purchased by secretariat team

11. Extention Plug – for emergency use

Printing of Signage – by Heru

Display of Signate outside Room 207 and registration table – by Rose

1. To confirm with TYP how many tables at the lobby for promotions

2. To check all rooms/ballrooms/theatre have power point and the location

3. To collect PUB newater by TYP – need helpers

District 80 Exco Committee & Council Meetings

Logistics Requirement @ room 208 & 209 – 23 May 2008

(Chair Person – Michael Wee)

1. 3 tables and 5 chairs for registration outside room 208 and 209

2. 4-5 tables and 8 chairs on stage for officers – Michael Wee, Goh Wei Koon, Neil Sy, Poh Kim Siong, Monica Goh, Chee Kim Loon, and Seah Min Choo

3. 1 Table on the floor for projector

4. 3 Table mics on stage

5. 1 Rostrum & 1 mic

6. 1 standing mic for audience

7. 50 chairs to standby

8. Name tags of the officers on display on the table at stage

9. Projector and screen

10. Any raise platform as stage

11. pens & papers

12. water drinks on the stage tables

13. refreshment inside the room 208 & 209

Printing of signage & name tags – by Heru

Display of signage at the entrance & name tags on panel of officers on stage – by Rose

Checking of mic & projector – oversee by Winson

Tables & Chairs to be removed after Committee meeting

Mandarin Workshop

Logistics Requirement @ room 202 – 23 May 2008

(Chair Persons – Tan Hwee Yong & Tan Tee Szu)

1. 1 Rostrum with mic on stage

2. 1 Wireless mic

3. 1 standing mic for audience

4. raise stage platform of 8 panels

5. 1 table on the stage for token

6. 1 table on the floor for projector

7. projector – to be fupplied by the Chinese Committee Team

8. White Board with markers

Mandarin International Speech & Table Topics Speech Contests

Logistics Requirement @ Room 202 – 24 May 2008

(Chair Persons – Tan Hwee Yong & Tan Tee Szu)

1. 1 Rostrum with Mic on stage

2. 1 table on stage for the trophies

3. 1 table on the floor for projector

4. 1 table on the floor for timing device

5. 1 table for registration outside room 202
6. Colour chart to standby in case of faulty timing device

7. 2 Clip-on mics for contestants

8. 1 Wireless Mic for MC

9. Screen

10. Projector (From Chinese Committee Team)

11. Reserve 1 seat for videographer

Printing of signage & name tags – by Heru

Display of signage at the entrance – By Rose

Checking of mic & projector for the contestants – oversee by Winson & Heru

Timing Device & colour chart – by Rose from courtesy of Cairnhill TMC

Opening Ceremoty

Logistics Requirement @ Theatre – 24 May 208

(Chair Person – Aziz)

1. 2 VIP Car park lots in front of Suntec Building Entrance – Aziz to submit Vehicle number for Suntec Management for reservation

2. Registration Desks x 2 = 2nd and 3rd level

3. Table on stage for Token

4. Rostrum with Mic

5. 2 Wireless Hand-held mic for 2 MCs

6. Signage at the Door Entrance

7. Projector (from MAD Committee member) & screen

8. 6 Flag Poles

9. Gong from Lion Dance Troupe or elsewhere

10. Signage to indicate Lunch at “Level 3 – East Gallery”

11. Sitting Position of the Officials = 28 pax

12. Name tags for 1) Gerald Green, 2) Dr. Foo, 3) Kelvin Ong, 4) Christopher Teo, 5) Gea Band Peng, 6) Dr. Khong Chooi Peng, 7) Augustine Lee, 8) Anne Barab, 9) Edward Hearn, 10) William Lim, 11) Golam Hossain, 12) Dickson Chan, 13) Bethold Chung, 14) William Tay, 15) Fernando Young, 16) Panomporn, 17) Sharmini, 18) Aziz, 19) Monica Goh, 20) Chee Kin Loon, 21) Seah Min Cho, 22) Poh Kim Siong, 23) Neil Sy, 24) Goh Wei Koon, 25) Michael Wee, 26) Tay Yiang Ping, 27) Michael Rodrigues, 28) Abdullah

13. Reserve 1 seat for the videographer (5th row from the front & at aisle corner

14. CD player for the dancing groups

Printing of signage & name tags – by Heru

Display of signage at the entrance & name tags on the chair – by Rose

Audio & CD Player – Oversee by Winson & Heru

Flag Poles – Ordered By Rose & deliver to Suntec

Lion Dance Troupe – Confirmed by Rose & arrival at Suntec at 8.15 am. Water bottle to supply to the members

Gong – If cannot get from elsewhere, to make use of the lion dance troupe drum. Informed the troupe to come in 2 drums

Tamil Workshop & Speech Contests

Logistics Requirements @ Room 203 – 24 May 2008

(Chair Persons – Sithara, G Balachandran & Mani)

1. 1 Rostrum with mic on stage

2. 2 wireless mic for speakers

3. 1 standing mic for audience

4. 1 clip-on mic for contestants

5. raise stage platform of 8 panels

6. 1 table on stage for token

7. 1 table on the floor for projector

8. 1 table on the floor for the timing device

9. projector – to be supplied by the Tamil Committee Team

10. White board with markers

11. screen

12. signage in Tamil – to be supplied by Tamil Committee

13. Refreshment just outside room 203 – Vegetarian to be served

14. Name tags

15. Program Sheets

Printing of English Signage – By Heru

Display of Signage at the entrance – By Rose

Checking of mic & projector for the contestants – oversee by Winson & Heru

Break out Workshop

Logistics Requirement for Room 202, 208, and 209 – 24 May 2008

(Chair Persons – Yeo chai Tun & John Tan)

1. Clip-on mic x 3

2. LCD Projectors x 3 (Poh Kim Siong, Goh Wei Koon & Chan Boon Hwee) & screen

3. Laptop – Individual speakers to bring their own?

4. White Board/Flip Chart Board & Markers of different colors x 3 sets

5. Signage for display outside individual rooms for the 3 sessions

International Speech & Table Topics Speech Contests & Closing Ceremony

Logistics Requirement @ Theatre – 25 May 2008

(Chair Persons – Chin Mei Har & Goh Wei Koon)

1. 1 Rostrum with Mic on stage

2. 1 table on stage for the trophies

3. 1 table on the floor for projector

4. 1 table on the floor for timing device

5. 2 tables for registration outside the theatre (1 on 2nd floor and 1 on 3rd floor for late comers)

6. Colour chart to standby in case of faulty timing device

7. 2 Clip-on mics for contestants

8. 2 Wireless Mics for 2 MC

9. Audio/Visual for use to play the past 2 days event

10. Screen

11. Projector (From MAD Committee Member)

12. Name Tags for sitting position of the Officers – apart from the top District 80 Officers (Michael Wee, Goh Wei Koon, Neil Sy, Poh Kim Siong, Monica Goh, Chee Kim Loon, Seah Min Choo, any invited VIP?)

13. 1 seat to be reserved for videographer – 5th row from the front & corner of ailes

Printing of signage and name tags – by Heru

Display of signage at the entrance and name tags on chairs – By Rose

Checking of mc & projector for the contestants – oversee by Winson & Heru

Timing Device & Colour Chart – By Rose from courtesy of Cairnhill TMC

Farewell Lunch

1. Table on stage for prizes

2. Any raise platform

3. 2 wireless mic for 2 MCs

4. 1 Rostrum & Moic

5. Head table?

Signages to Prepare

1. Secretariat Room (207)

2. Registration Desk

3. lost & Found

4. District 80 Exco Committee Meeting (Room 208/209)

5. Council Meeting (Room 208/209)

6. Anne Barab Workshop (Room 208/209)

7. Mandarin Workshop (Room 202)

8. Welcome Night (Ballroom 2)

9. Open Ceremony (Theatre) x 2 = 2nd and 3rd Floor

10. General Session with Ed Hearn (Theatre)

11. Mandarin Contests (Room 202)

12. Tamil Workshop/Contest (Room 203)

13. Gerald Green “The Magic of Public Speaking” (Room 208)

14. Allison Lester “Creative Presentation – Presenting Colourfully in Black & White Crown” (Theatre)

15. Andrew Goh “Personal Branding Starts with Me” (Room 209)

16. Lynn Desker “Breaking Through the Barriers” (Theatre)

17. Kelvin ong “Why are you like that? Maximizing Communication Effectiveness with DISC Profiling Tool” (Room 208)

18. W Damrong “Humor in Action” (Room 209)

19. Jill Lowe “Capitising on your image, Learn how Leaders Image Impact the Difference” (Theatre)

20. Tallis Wang “ Be a Charismatic Leader” (Room 208)

21. Dialogue with Ed Hearn (Room 209)

22. Gala Dinner (Ballroom 2)

23. International Speech & Table Topics Speech Contests & Closing Ceremony (theatre) x 2 = 2nd and 3rd floor

24. District 80 Official Training (Room 208)

25. Daily Event x 3 days (Can we display at the lobby near the secretariat registration desk?)

Heru will print the signage on A4 paper

Rose will display the signage

