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Pre-Event Visit

COUNTRY

	Date
	Time
	Activity
	Venue
	Remarks

	
	
	1. Arrival in Country


	
	CTU Delegation will be met by: 

NAME

DESIGNATION
ORGANISATION
ADDRESS
Tel # 

Fax # 

Mobile # 

Email: 



	
	
	2. Check-in at Hotel
	
	Hotel: 
Room: 
Reservation confirmation number: 
Reservation dates

Phone: 

	
	
	3. Meeting With Minister, Permanent Secretary and Ministry Officials and other Government Officials

· Presentation of the ICT Roadshow
	
	

	
	
	4. Meeting with ICT Stakeholders 

· Presentation of the Roadshow

· Engagement of prospective Sponsors
	
	

	
	
	5. Meeting with Country Coordinators

· Discussion of Hosting Requirements

· Anticipated Participants

· Opening Ceremony including Cultural events and reception

· Media events 

· Availability and identification of Support Staff

· Review of checklist

· Waiver of Exit Taxes and Hotel Room Taxes

· PR/Marketing

· Presentation of the Generic Programme

· Community Outreach


	
	

	
	
	6. Promotional TV/Radio Interviews
	
	


	Date
	Time
	Activity
	Venue
	Remarks

	
	
	7. Meeting with Ministry of Foreign Affairs

· Entry and Exit Facilitation for CTU staff and other dignitaries

· Discussion of Protocol Arrangements for Opening Ceremony – Seating - Entrance of PM, Ministers and SG etc


	
	

	
	
	8. Meeting/Contact with Ministry of Education re: Youth Forum
	
	

	
	
	9. Meeting with Venue Staff 

· Inspection of facilities

· Discussion of menus

· Room Set-up

· Conference facilities


	
	

	
	
	10. Meeting with Sponsors/ICT Stakeholders

· Events/Activities

· Provision of gifts

· Placement of Brand
	
	

	
	
	11. Meeting with Contractors (Photographers, sound & PA etc)

· Obligations

· CTU Expectations


	
	

	DATE 
	TIME
	12. Pick-up from Hotel


	
	

	DATE
	TIME 
	13. Departure
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