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Name of Seminar: ________________________________________________

For Whom: ____________________________    Date: ___________________

Venue Address: __________________________________________________
_________________________________________________________________________
Important Contact Phone Numbers: __________________________________

_________________________________________________________________________
	What
	Done
	Progress & Notes

	Venue directions
	
	

	Registration List (if relevant who’s paid)
	
	

	Name Tags/Labels
	
	

	Change
	
	

	Receipts
	
	

	
	
	

	Water
	
	

	Snacks/Other Drink/Food
	
	

	Napkins, Cups, Plates, Cutlery
	
	

	
	
	

	Camera (battery charged)
	
	

	Voice Recorder/Video (charged or incl. spare batteries/tapes)
	
	

	Timer
	
	

	Easel/Flipchart stand
	
	

	Easel/Flipchart paper (if relevant pre-written) 
	
	

	Easel/Flipchart pens
	
	

	Blank paper for attendees
	
	

	Pens for attendees 
	
	

	Felt-tip pens (eg. coloured for group exercises)
	
	

	Sellotape, Post-Its, Blu-tack etc
	
	

	
	
	

	Worksheets
	
	

	Seminar Summary Sheets or Handouts
	
	

	Feedback Sheets
	
	

	Speaking notes or cards
	
	

	Business Cards & holder
	
	

	Promotional offer/s (for attendees to take away)
	
	

	Articles/Newsletters (for attendees to take away)
	
	

	
	
	

	Doorprize/Gifts (if relevant)
	
	

	
	
	


