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	SHA TIN JUNIOR CHAMBER
(Affiliated with JUNIOR CHAMBER INTERNATIONAL HONG KONG)

21/F Seaview Commercial Building, 21-24 Connaught Road West, 
Sheung Wan, Hong Kong
Email: info@sjc.org.hk


URL: http://www.sjc.org.hk



(PROJECT NAME)

(Project Date)

L O G I S T I C S   C H E C K   L I S T

	
	Items
	Qty
	Details
	Responsible By
	Check
OK

	1.
	Registration Forms
	1 set
	NOM Board, LOM Presidents, SJC Members, Guests, Other Chapters
	
	

	2.
	Stationery
	
	Pen, scotch tape (thick & thin, single/double sided), rulers, writing pads, cutter/scissors
	
	

	3.
	Souvenir Programme
	
	
	
	

	4.
	OC Name Tags
	2
	(Name 1)
	
	

	
	
	
	(Name 2)
	
	

	5.
	Corsages
	3
	NP XXXX
	
	

	
	
	
	President XXXX
	
	

	
	
	
	Chairman XXXX
	
	

	6.*
	Name Stands
	3
	NP XXXX
	
	

	
	
	
	President XXXX
	
	

	
	
	
	Chairman XXXX 
	
	

	7.#
	Banner
	1
	
	
	

	8.
	Chapter Flag (Blue)
	1
	From JC Office / Chapter Hon.Sec
	
	

	9.
	Souvenir flag (small one to guest)
	1
	From JC Office / Chapter Hon.Sec
	
	

	10.
	Camera
	
	
	
	

	11.
	Films
	
	
	
	

	12.
	Drinks
	
	
	
	

	13.
	Lecture Notes
	
	
	
	

	14.
	Floor Plan
	
	
	
	

	15.
	Directory / Sign board
	2 sets
	1 for G/F, 1 for  Lobby, etc
	
	

	16.
	Projector
	
	
	
	

	17.
	Microphone / 
Loud Speaker
	
	
	
	

	18.
	Table 
	
	
	
	

	19.
	Chairs
	
	
	
	

	20.&
	Souvenirs / trophy
	
	
	
	

	21.
	Prizes
	
	
	
	

	22.
	White Board / Pen / Eraser
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