575" CARIBBEAN
Roadshow

Event Checklist

1. Participants CTU | Host Remarks
- Badges

- Table Tents

- Event Folders x Pens

- Token Gifts

- Writing Tablets

- Event Evaluations forms
- Listing of Participants

- Instructions to Participants advanced &
on-site
- Conference brief bags
Bags must contain:
CTU Brochure
Host’s Brochure and Information
Writing Pad
Pen/pencil
Overview and Agenda
Information Sheet on
Social events
Dress Codes
Housekeeping information
Location of Restrooms
Emergency Procedures
Medical Information
Connectivity Options
Registration
Numbers
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2. Conference Room CTU

Host

Remarks

- Prayer — a minister to say opening prayer.

- National Anthem and facilities for playing it

- Event Banner’

- CTU Laminated Signs

- Other Signage

Head Table for Opening Ceremony
Lectern

Theatre / Classroom style seating?
1Mic per delegation

1 Microphone for podium/ 2 for Head table
PA System

2 Wireless Mics for auditorium
Screen

Audio Recording facilities for Meeting

- Flag Poles and Members’ National Flags
- Desk Top Flags

- Country Name Plates

3. Secretariat

CTuU

Host

Remarks

2 PC’s with Internet access

1 Laser Printer Networked to PC'’s

2 Telephones - 1 with international access

1 Fax Machine

Photocopier

Paper (Legal and - Paperclips - different

Letter size) sizes

Letterhead - Ruler

White Off - Post-it pads - different
Envelopes - sizes

different sizes - Pens

Manila Folders - Pencils

Glue Sticks - Notepads

Scissors - Scotch tape

Staplers & Staples - Duct Tape
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4.Services CTU | Host Remarks

Cocktail Receptionéoptional)

Press Coverage/ Public Relations

Photographer

Press, Radio & TV coverage (Opening & Closing
Ceremony)

Web Sites

Invitations to dignitaries for opening ceremony

Contact information for CTU to issue Invitations fo
Government Ministers and other Bermudian Guest
Speakers and Guests

CyberCafe for Participants
Specify hours for surfing/internet access for
participants

Advertisement for Event

Photographer/ Videographer for Public Sessions

5. General Information CTU | Host Remarks
Brief history of the island;
Banking locations and hours;
Foreign exchange rates and regulations;
Available communication facilites - IDD,
Internet, email etc and service company address;
Shopping and restaurant facilities and hours;
Security advice;
Emergency Service Telephone Numbers;
Street Map.
Travel Investigations

Visa Requirements

Vaccinations

Exit Taxes?
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6. Sponsors CTU | Host Remarks
Identify Sponsors and requirements — (Speaking
position, exhibition table)
Ask Sponsors to provide
banners for display
Logos
Organisation Overview
Sponsor Recognition
7. Airline CTU | Host Remarks
Negotiate Concessions from American Airlines
8. Staff Requirements CTU | Host Remarks
Registration (2 Minimum)
Room Attendants (2)
Secretariat (1)
9. Hotel Information CTU | Host Remarks
Cut Off Date
Menu/Numbers
Rooming Lists
10. Facilitation CTU | Host Remarks
Pick-up/Returns
All Delegates?
Government Officials only?
Cut-off Dates for Pick up
Advise of Taxi Fare Airport to Hotel
Protocol Officers
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11. Publications/Promotions

CTu

Host

Remarks

Programmes
Banners
Flyers

CTU Logos

Host Logos
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