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KENYA SCHOOL OF GOVERNMENT
CORPORTAE COMMUNICATIONS CHECKLIST 


Event: __________________________                                Venue: __________________________

Date:  __________________________

	No.
	Items
	Number 
	Available/ not available  
	Status  
	Remarks 

	1. 
	Roll up banners 
	
	
	
	

	2. 
	Wall banner 
	
	
	
	

	3. 
	Media banner 
	
	
	
	

	4. 
	Tear drops 
	
	
	
	

	5. 
	Camera- still  
	
	
	
	

	6. 
	Video camera 
	
	
	
	

	7. 
	Batteries 
	
	
	
	

	8. 
	Memory card 
	
	
	
	

	9. 
	Tripod and shoe 
	
	
	
	

	10. 
	Lights 
	
	
	
	

	11. 
	Microphone 
	
	
	
	

	12. 
	Media coverage if necessary 
	
	
	
	

	13. 
	Media invite 
	
	
	
	

	14. 
	Press release if necessary 
	
	
	
	

	15. 
	Social media presence 
	
	
	
	

	16. 
	Memo if event is out of Nairobi 
	
	
	
	

	17. 
	Transport booking if out of KSG 
	
	
	
	

	18. 
	Driver booked if out of Nairobi 
	
	
	
	

	19. 
	Laptop 
	
	
	
	

	20. 
	
	
	
	
	


