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BORANG SENARAI SEMAK AKTIVITI

(ACTIVITY CHECKLIST)

AKTIVITI/ PROGRAM

LOKASI
TARIKH
BIL. PERALATAN/ TINDAKAN KUANTITI PERSON INCHARGE (PIC)
1 | LOGISTIK

Tempahan Penginapan Staf

Tempahan Kenderaan/Pengangkutan
Staf

Tempahan Kenderaan/Pengangkutan
Pelajar

Tempahan Ruang Pendaftaran & LCD

Tempahan Jamuan

Tempahan Hadiah/ Cenderahati/ Plak

JEMPUTAN & HEBAHAN/ PROMOSI

Surat Jemputan (Perasmi)
*iemputan orang kenamaan perlu
melalui Pejabat Korporat

Surat Jemputan VVIP/VIP
*iemputan orang kenamaan perlu
melalui Pejabat Korporat

Surat Jemputan Peserta

Surat kepada Bahagian Keselamatan

Rekaan Poster/ e-Poster

Hebahan E-Mel
(allstaff-group@utm.my/
AllStudent-group@utm.my)

Hebahan Telegram Student Channel

Hebahan Facebook

Hebahan Instagram




UGS/EL/002/2024

Hebahan TikTok

PERSIAPAN PROTOKOL/ PERASMIAN/ MAJLIS

Susun Atur Dewan/ Ruang Majlis

Susun Atur Kerusi VVIP/ VIP (layout)

Running Order (RO)

Teks Ucapan Aluan

Teks Ucapan Perasmi

Teks Pengacara Majlis (Emcee)

Peralatan Gimik (Gong, Gunting)

Air Mineral

Gelas/ Cawan/ Goblet Glass

Alas Cawan/ Alas Gelas

Coffe Table

Alas Meja

Dulang & Alas Dulang

Bunga Hiasan

CETAKAN

Kain Rentang (Banner)

Gegantung (Bunting)

Poster/ Flyers/ Phamplets

Bahan Modul/ Slaid

Sijil Penghargaan/ Sijil Penyertaan
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Desk Signage

Direction Sighage

Door Signage

PERALATAN TEKNIKAL & ICT

Montaj

Video Promo (Teaser)

Slaid Pembentangan (Slide)

Laser Pointer

LCD Projector (tambahan jika perlu)

Komputer riba (laptop)

Extension Plug/ Extension wire

Display System/ LED Screen

Lighting System

Audio System/ PA System

Comber (Portable PA System)

Mikrofon
(Stand Mic/ Portable Mic/ Cordless
Mic)

Loud Hailer/ Megaphone

MesinPencetak (Printer)

Dakwat mesin Pencetak (Printer toner)

PERALATAN PENDAFTARAN

Buku Kehadiran (Attendant Book)/
QR Code/ UTMSmart QR/ Google
Form
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Alas Meja

Skirting

Alat Tulis

Pen

Pensil

Stapler & Dawai Kokot saiz 10

Stapler Gun & Dawai Kokot saiz 3

Masking Tape/ Duck Tape

Kertas A4 (Putih/ Warna)

Marker Pen (3 color for Whiteboard)

File/ Folder File

LAIN-LAIN

Goodies

Kit Peserta

Gula-gula/ snack

Rekaan e-Cert

Ubat-Ubatan

Facemask

Goblet
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