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MEETING / TRAINING CHECKLIST

Name of the Meetingrl LU U111 o OO P RPN TP SRR LS
VEBHILIE! wossissvissrivcassacasssmmmsvanissnimsesmiins Date & TiMe: -vvevrrireeemsiiianisssnsensesnssessassssssssnns
Status Item Stafus ltem
[0 Room cleaned O Agenda and documents available
O AC working and témperature set | Stationery reg. kits/ souvenir available -
[0 Lighting adequate and stable R Seating arranged
O Sound system clear | Name plates placed (if required)
O Projector/Display working O Drinking water arranged
|| | Laptop/PC ready O Refreshments arranged (if any)
[0 Clicker/Pointer working (if any) O Clock visible
O  Internet/Wi-Fi working | Attendance sheet filed
_ () Z]idaic;;z erifREEnEig SEIUp eady O Power supply and backup available
[0 Ornamental Pots arrange& aesthetically
[  Pre-Post Evaluation ReportA
[0 Participants: ...ccccvuewneee I MG o ssesisins O Female ...oocvueereneenns
a Training report with photographs: 0 DKMA O AKMU OPME 0O Director Cell
O ' Social Media Cb_ntent: ' OFacebook [ Twitter/X [ Instagram
[0 1SSUES (if ANY): wireeieecrrereccrerencrisesiise et s s ST —

Signature
{Organising Secretary)



