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--- PRE-EVENT PLANNING & BUDGETING ---
[ ] Event Name
[ ] Event Date
[ ] Total Allocated Budget
[ ] Event Scale (Intimate (Under 50 guests), Mid-sized (50-200 guests), Large Scale (200+ guests))
[ ] Initial Budget Spreadsheet
[ ] Project Scope Overview

--- AWARD CATEGORIES & NOMINEE MANAGEMENT ---
[ ] Award Category Name
[ ] Nominee Criteria & Description
[ ] Nominee Status (Nomination Open, Shortlisted, Finalist, Winner Confirmed)
[ ] Nomination Deadline
[ ] Nominee Supporting Documents
[ ] Number of Nominees

--- TROPHY & AWARD PROCUREMENT ---
[ ] Award Item Name
[ ] Material Type (Crystal, Glass, Wood, Metal/Bronze, Acrylic)
[ ] Engraving Instructions
[ ] Procurement Deadline
[ ] Quantity Required
[ ] Design Reference/Logo
[ ] Quality Control Checks Completed (Spelling Verification, Surface Scratch Inspection, Weight/Balance Check, Packaging Integrity)

--- SCRIPTWRITING & PROGRAM COORDINATION ---
[ ] Script Finalization Deadline
[ ] Script Walkthrough/Rehearsal Time
[ ] Master Script Draft URL
[ ] Key Script Notes & Speaker Cues
[ ] Script Review Status (Drafting, In Review, Approved, Finalized)
[ ] Final Script PDF/Document

--- WINNER RECOGNITION & STAGE PROTOCOL ---
[ ] Stage Protocol Requirements (Live Videography Capture, On-Stage Photography, Immediate Social Media Live Stream, Press Release Documentation)
[ ] Winner Presentation Order
[ ] Award Presentation Style (Presenter + Winner Walk-up, Pre-recorded Video Announcement, Group Award Presentation)
[ ] Winner Bio & Speech Briefs
[ ] Rehearsal Date
[ ] Stage Cue Start Time

--- VENUE & TECHNICAL SETUP ---
[ ] Venue Name
[ ] Venue Address
[ ] Setup Date
[ ] Technical Rehearsal Time
[ ] Required AV Equipment (Microphones (Lavalier/Handheld), Projector & Screen, Stage Lighting Rig, Live Streaming Equipment, Sound System/PA, Teleprompter)
[ ] Venue Floor Plan
[ ] Stage Configuration Type (Traditional Proscenium, Podium Only, Modular/Custom Platform)

--- GUEST LIST & VIP MANAGEMENT ---
[ ] Total Expected Guest Count
[ ] VIP Tier Classification (Platinum VIP, Gold VIP, Sponsor/Partner, Press/Media, General Attendee)
[ ] RSVP Deadline Date
[ ] VIP Dietary & Accessibility Requirements
[ ] Master Guest List Spreadsheet
[ ] VIP Arrival Point

--- CONTENT & MULTIMEDIA PRODUCTION ---
[ ] Required Multimedia Assets (Nominee Introduction Videos, Winner Highlight Reels, Award Category Slide Decks, Sponsor Recognition Graphics, Event Loop Background Visuals)
[ ] Content Finalization Deadline
[ ] Video Production Status
[ ] Master Presentation Deck
[ ] Multimedia Technical Requirements
[ ] Audio Format Requirement (WAV (Lossless), MP3 (Compressed))

--- ON-SITE EVENT EXECUTION ---
[ ] Run-of-Show Lead Coordinator
[ ] Doors Open Time
[ ] On-Site Staff Check-in Status (Security Team, AV/Technical Crew, Catering Staff, Usher/Guest Relations, Backstage Assistants)
[ ] Live Stream Status (Not Started, Testing in Progress, Live, Completed)
[ ] Real-time Incident Log
[ ] Final Stage Handover Approval

--- POST-EVENT WRAP-UP & IMPACT ANALYSIS ---
[ ] Post-Event Review Date
[ ] Final Total Expenditure
[ ] Key Success Metrics Achieved (Budget Adherence, Attendee Satisfaction, Media Coverage Targets Met, Smooth Technical Execution)
[ ] Post-Event Lessons Learned
[ ] Final Event Financial Report
[ ] Project Manager Sign-off
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