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MEETING PLANNING GUIDE CHECK LIST

FACILITY SELECTION WELCOME PACKETS
LOCAL ENTERTAINMENT SPEAKERS
LITERATURE, BROCHURES & MAPS SPECIAL EVENTS
PRESS & PUBLIC RELATIONS SUGGESTED TOURS/ACTIVITIES FOR FREE TIME,
RESTAURANTS SPOUSES & GUESTS
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7. MEETINGS
- 9. REGISTRATION
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. COCKTAIL PARTY / RECEPTION

#3

. PUBLICITY

11. MEALS AND BANQUETS
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14. PUBLICITY TIME-LINE
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