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1. Overview

???

2. Objectives

· To

3. Target Audience

· Malaysian students enrolled in universities in the UK & Eire
· Incoming first-year students
· Incoming transfer programme students (2nd-year and above) that are flying over for the first time
· General public who are interested

4. Event Details

	Event Info
	Details

	Event Title
	

	Date / Time
	

	Location
	

	Any Collaborations?
	

	Event Budget
	



5. Event Structure

	Aspect
	Description

	Main Contents
(Structure/Ideas)
	

	Speakers/Moderators
· Main Presentation
· Panel Q&A
· Breakout Room
	

	Outreach/Marketing
	

	Other
	



6. Event Itinerary

	Time (UKT)
	Detail

	00:00 PM - 00:00 PM
	

	00:00 PM - 00:00 PM
	

	00:00 PM - 00:00 PM
	

	00:00 PM - 00:00 PM
	

	00:00 PM - 00:00 PM
	



7. Event Roles and Responsibilities

	Roles
	Responsibilities

	Host/Co-Host
	

	Emcee
	

	Slide Sharer
	

	Moderator
	



8. Pre-Event Timeline

	Date
	Task

	
	Finalise event proposal to be sent out

	
	

	
	

	
	

	
	

	
	Event dry run

	
	Final event dry run

	
	Event day

	
	Post-mortem


*subject to minor changes

9. Budgeting and Costing

	No
	Descriptions
	Amount
(GBP / MYR)
	Total
(GBP / MYR)

	Logistics

	1
	Event Venue 
	
	

	2
	Refreshments (for ? pax)
· Food
· Drinks
	
	

	3
	Printings
· Name Tags
	
	

	4
	Token of Appreciation
	
	

	SUBTOTAL
	

	General

	5
	COVID-secured Measures
· Hand sanitisers
· Thermometer gun
	
	

	6
	Committee Expenses
· Travel expenses
	
	

	7
	Miscellaneous
· Name tag holders (take from before)
	
	

	8
	Contingency
	
	

	SUBTOTAL
	

	TOTAL
	



10. Risk Analysis

	Potential Risks
	Ways to Mitigate Risks

	
	· 

	
	· 

	
	· 





11. Programme Evaluation

Multifaceted Evaluation
1. Participants’ satisfaction at least 70% (survey, poll, etc.)
2. Operational feedback from the team internally
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