EVENT PACKING GUIDE

· Vacation Responders ON

· Mac Adaptor (if you are using AV and have a Mac)
· Spare Chargers
· USB
· Work Mobile
· Eftpos Terminal (if you use a physical one)
· Selfie Stick
· Tripod
· Laptop

· Banner
· Tissues
· Place Names for tables
· Table Decorations

· Badges/Lanyards
· Workbooks (Owner & Staff)
· Workbook Copy for you/staff
· Games & Supplies
· Texta’s
· A3 Paper for Mindmaps
· [bookmark: _GoBack]Any Event Birthday Candles/Gifts etc
· Gift Bags
· Journals
· Books
· Individual Tissues
· Pens

· First Aid/Emergency Kit
· Whiteboard Markers & Eraser
· Pencil Case 
pens, stapler, scissors, highlighters, nikko, packing tape, ruler, bluetac
· Clipboards
· Admin Box
· T&C Forms
· Order Forms – Upgrades etc
· Run Sheet
· Seating Charts
· Printed Venue Documents
· Spare unbound workbook copy 
(in case need a spare sheet)
· Student Emergency Contact List
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