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Technoglobe Center Inauguration Event Checklist g
Pre-Event Preparations =

1. Branding: Ensure the center is properly branded inside and outside i

2. Infrastructure: Confirm that all infrastructure, including computers and LED installations, is
complete and functional &

3. Staffing: Ensure that counselors and trainers are appointed and ready to welcome guests 28

Guest Invitations

4. Chief Guest: Invite a renowned local personality (e.g,, Corporator, MLLA, or MP) as the chief guest
(optional) ¥

5. Local Students: Invite students from neatrby areas to attend the event LMy

0. Educational Institutions: Invite staff from nearby colleges and schools =

7. Local Business Owners: Invite 10-15 shopkeepers from the surrounding atea




*Event Arrangements ##& *

8. *Decorations*: Decorate the center with balloons and other decorative elements ®
9. *Ribbon Cutting Ceremony*: Arrange for a ribbon cutting ceremony to mark the official opening
10. *Refreshments*: Provide light tea and snacks for guests L
11. *Sound System*: Ensure that a microphone and speakers are available for speeches )
-

*Event Program [ *

12. *Speeches*: Allow time for speeches from guests, the center director, and HO staff
13. *Memento*: Present a small memento to the chief guest as a token of appreciation T

*Post-Event wen *
14. *Photography*: Ensure that good-quality pictures are taken for PR activities wen

Let's make this inauguration event a memorable onel
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