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[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r]ATTENDEE REGISTRATION FORM





			JOB FAIR INFORMATION





			JOBS FAIR TITLE


			


			LOCATION


			





			ORGANISER


			


			DATE


			











			ATTENDEE NAME


			ATTENDEE SIGNATURE





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			





			


			








*Your signature on this conference sign-in sheet confirms your attendance during the program session specified above.


			THIS SECTION TO BE FILLED OUT BY ORGANISER





			List any observations and/or comments below.
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BATHROOM CLEANING ROSTER 





			DATE


			TIME


			TOILETS CLEANED


			SINKS CLEANED


			FLOOR MOPPED


			DOOR HANDLES


			TOILET PAPER OR SOAP REPLACED


			SIGNATURE OF STAFF MEMBER
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HOW TO DESIGN YOUR EVENT FLOOR PLAN


[bookmark: _2oa1kzhh9e7z]1. Request a digital event space layout
You won't always get the chance to tour a venue in person. Digital venue floor plans are your next best bet when any situation prevents you from a first-hand tour. Ensure digital layouts are as detailed as possible. Surprise architectural elements such as columns, beams, emergency exits, darker corners, outlet placements and low or vaulted ceilings can throw a wrench into your carefully planned layout and aren't always included in sample specs. 


[bookmark: _m7qmvl51lj3r]2. Set event goals
What is the major impression you want guests to take away from your event? What thoughts, feelings and descriptions do you hope they share with others, with those positive descriptors setting high expectations you exceed each and every time? Use your layout as a template for setting the right event atmosphere — one amplifying intended experiential goals. Room exhibitions should imbue the space with the perfect ambience, encouraging target behaviours and actions from participants while remaining memorable for all the right reasons. 


[bookmark: _jj8asytus8ts]3. Confirm the headcount 
Knowing the participant headcount allows you to define essential floor-plan elements, beginning with: 


· Table and chair types: Including round, banquet and cocktail tables as well as lawn, banquet, chameleon, standard folding and more chair types, plus each of their sizes.


· Exhibition design: Allotting ample booth and aisle square footage per booked vendor. 


· Furniture layouts: Allowing you to begin playing with the formal exhibition floor plan layouts. The sooner one is determined, the sooner the client can approve.


· Catering and refreshments: Expediting catering menus and refreshment orders to match the sponsor's exact tastes and budget. 


· Event favours: Giving plenty of time to order enough party favours for guests to take home. 


[bookmark: _x98yvp7e7byo]4. Test sightlines 
Event sightlines are critical to the attendee experience.
Clear visual pathways are even more pressing with hundreds of registrants. 


· Small stages, daises and lecterns for panellists and lecturers, with classroom, herringbone or stadium seating surrounding the presentation area. 


· Staggered seating positions, so guests are not placed directly behind someone's head.


· TV screens, whiteboards and other presentation materials may also need elevated bases for clear sightlines. 


[bookmark: _ympqlgbzwg4m]5. Navigate aisles and traffic routes
Guests mill about constantly at events — which is a good thing. Organic movement and unimpeded layouts create a comfortable and natural space even inside a highly curated, formal event floorplan. Yet that same floorplan must balance comfort with safety and practicality. Between seating, tables, stages, decor, refreshments, entertainment spaces, rows of exhibition booths and more, layouts will get crowded quick. Guests themselves will usually start noting that crowding when it begins impeding natural movements, making it difficult to interact with booths, find seating, exit to restrooms and more. 
Route and aisle creation must complement the seating and table chart. Many event coordinators choose to design these two layout elements in tangent, ensuring the most intuitive final floor plan with clear routes and lanes. 


6. Don't forget Accessibility 
This includes but isn't limited to:


· Safe, sturdy and clear wheelchair ramps


· Aisles and routes with ample enough space for wheelchairs, medical equipment manoeuvring


· Compliant exit signs, room signs and restroom signage 


· Designated handicapped parking


· Working lifts and elevators


· Table access for those in wheelchairs or using medical support equipment 


· Optional podiums or daises for Sign Language translator 


[bookmark: _k72z9i3rbytz]7. Integrate refreshments 
Other layout considerations surrounding event food and drinks include:


· Times when catering will be served or available


· Menu style, such as finger foods, served meal or buffet


· Comfortable lines and wait times


· Standing or sitting meal


· Integration of refreshment tables, buffets or bars with the wider layout


[bookmark: _l3mdzza1s7c5]8. Consider special activities
Will your event contain scheduled or informal activities? Extracurricular events might be:


· Dancing


· Staged entertainment, such as special speakers, comedians or bands


· Live demos


· Formal or informal networking 
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Budget Planner_Both D.xlsx

Budget Planner





						BUDGET PLANNER


						EVENT TITLE												DATE(S)


						PROJECTED # OF ATTENDEES												 LOCATION





												PROJECTED SUBTOTAL			ACTUAL SUBTOTAL			ACTUAL LESS PROJECTED


																		$0.00


tc={BFC7DB87-4A12-4570-8A48-1FB5F8F8997D}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No changes


						CATEGORY						PROJECTED SUBTOTAL			ACTUAL SUBTOTAL			ACTUAL LESS PROJECTED			COMMENTS


						Venue			SUBTOTALS			$0.00			$0.00			$0.00


						Location Rental												$0.00


						Equipment Rental												$0.00


						Additional Tables / Chairs												$0.00


						AV Equipment												$0.00


						AV Staff												$0.00


						Venue-Specific Staff												$0.00


						Venue-Specific Catering												$0.00


						Wi-Fi												$0.00


						Venue Tech Support												$0.00


						Security												$0.00


																		$0.00


																		$0.00


																		$0.00


						Décor			SUBTOTALS			$0.00			$0.00			$0.00


						Linens												$0.00


						Lighting												$0.00


						Additional Signage												$0.00


						Additional Furniture												$0.00


						Additional Decorative Items												$0.00


																		$0.00


																		$0.00


																		$0.00


						Food / Beverage			SUBTOTALS			$0.00			$0.00			$0.00


						Food												$0.00


						Beverage												$0.00


						Catering Staff												$0.00


						Bar												$0.00


						Additional Bar Staff												$0.00


						Additional Coffee Cart												$0.00


						Takeaway Food / Beverage												$0.00


																		$0.00


																		$0.00


																		$0.00


						Event Programming			SUBTOTALS			$0.00			$0.00			$0.00


						Speakers												$0.00


						Performers												$0.00


						Video Production												$0.00


						Presentation Graphics												$0.00


						Interpreters												$0.00


																		$0.00


																		$0.00


																		$0.00


						Additional Entertainment			SUBTOTALS			$0.00			$0.00			$0.00


						Music / DJ												$0.00


						Additional Rentals												$0.00


																		$0.00


																		$0.00


																		$0.00


						Event Documentation			SUBTOTALS			$0.00			$0.00			$0.00


						Photographer												$0.00


						Videographer												$0.00


																		$0.00


																		$0.00


																		$0.00


						Travel			SUBTOTALS			$0.00			$0.00			$0.00


						Flight / Driving												$0.00


						Lodging												$0.00


						Per Diem												$0.00


																		$0.00


																		$0.00


																		$0.00


						Attendee / Guest Services			SUBTOTALS			$0.00			$0.00			$0.00


						Transportation												$0.00


						Accommodation												$0.00


						Storage												$0.00


						Charging Stations												$0.00


						Giveaways												$0.00


																		$0.00


																		$0.00


																		$0.00


						Registration			SUBTOTALS			$0.00			$0.00			$0.00


						Software												$0.00


						Identification (Name tags) Production												$0.00


						Signage												$0.00


																		$0.00


																		$0.00


																		$0.00


						Communications			SUBTOTALS			$0.00			$0.00			$0.00


						Mobile App												$0.00


						Printing / Fabrication												$0.00


						Additional Signage												$0.00


						Packets												$0.00


						Flyers												$0.00


						Maps												$0.00


						Schedules												$0.00


						Event Materials												$0.00


																		$0.00


																		$0.00


																		$0.00


						Public Relations			SUBTOTALS			$0.00			$0.00			$0.00


						Announcements												$0.00


						Graphics												$0.00


						Press Releases												$0.00


																		$0.00


																		$0.00


																		$0.00


						Marketing			SUBTOTALS			$0.00			$0.00			$0.00


						Email Marketing												$0.00


						Surveys												$0.00


						Video Production												$0.00


						Photography												$0.00


						Design												$0.00


						Printing												$0.00


						Postage / Shipping												$0.00


																		$0.00


																		$0.00


																		$0.00


						Social Media			SUBTOTALS			$0.00			$0.00			$0.00


						Twitter												$0.00


						Facebook												$0.00


						Instagram												$0.00


						LinkedIn												$0.00


																		$0.00


																		$0.00


																		$0.00


						Advertising			SUBTOTALS			$0.00			$0.00			$0.00


						Online												$0.00


						Print												$0.00


						Outdoor												$0.00


						Radio												$0.00


						Television												$0.00


						Postage / Shipping												$0.00


																		$0.00


																		$0.00


																		$0.00


						Sponsors			SUBTOTALS			$0.00			$0.00			$0.00


						Acquisition												$0.00


						Communication												$0.00


						Complimentary Passes / Tickets												$0.00


						Thank You Gifts												$0.00


																		$0.00


																		$0.00


						Logistics			SUBTOTALS			$0.00			$0.00			$0.00


						Insurance												$0.00


						Contracts												$0.00


						Permits												$0.00


																		$0.00


																		$0.00


																		$0.00


						Other			SUBTOTALS			$0.00			$0.00			$0.00


																		$0.00


																		$0.00


																		$0.00


																		$0.00


																		$0.00


																		$0.00
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Cash Flow Calculator_TVET Managers D.xlsx

Daily Cash Flow





						CASH FLOW TEMPLATE 


						JOB FAIR NAME			PROJECT MANAGER			COMPLETED BY			DATES REPRESENTED			DATE OF LAST UPDATE





						Enter date of first day of month			Friday, January 01, 2021			Saturday, January 02, 2021			Sunday, January 03, 2021			Monday, January 04, 2021			Tuesday, January 05, 2021			Wednesday, January 06, 2021			Thursday, January 07, 2021			Friday, January 08, 2021			Saturday, January 09, 2021			Sunday, January 10, 2021			Monday, January 11, 2021			Tuesday, January 12, 2021			Wednesday, January 13, 2021			Thursday, January 14, 2021			Friday, January 15, 2021			Saturday, January 16, 2021			Sunday, January 17, 2021			Monday, January 18, 2021			Tuesday, January 19, 2021			Wednesday, January 20, 2021			Thursday, January 21, 2021			Friday, January 22, 2021			Saturday, January 23, 2021			Sunday, January 24, 2021			Monday, January 25, 2021			Tuesday, January 26, 2021			Wednesday, January 27, 2021			Thursday, January 28, 2021			Friday, January 29, 2021			Saturday, January 30, 2021


tc={FE288647-66AA-44CF-9DD5-37353B5E2243}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No changes			Sunday, January 31, 2021





						BEGINNING BALANCE | CASH ON HAND			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0





						( + )  CASH RECEIPTS


						CASH SALES			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						CUSTOMER ACCOUNT COLLECTIONS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						LOAN / CASH INJECTION			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER CASH RECEIPTS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						TOTAL CASH RECEIPTS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0





						( – )  CASH PAYMENTS


						( – )  COST OF GOODS SOLD


						DIRECT PRODUCT / SERVICE COSTS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						SALARIES - DIRECT			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						SUPPLIES			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						TOTAL COST OF GOODS SOLD			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0





						( – )  OPERATING EXPENSES


						ADVERTISING			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						BANK FEES			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						SUBSCRIPTIONS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						INSURANCE			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						INTERNET			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						LICENSES / PERMITS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						CATERING			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						POSTAGE / SHIPPING			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						PRINTING			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						PROFESSIONAL SERVICES			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						RENTAL FEES			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						SUBCONTRACTORS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						TELEPHONE			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						TRANSPORTATION			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						TRAVEL			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						WEB DEVELOPMENT			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						WEB DOMAIN AND HOSTING			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						TOTAL OPERATING EXPENSES			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0





						( – )  ADDITIONAL EXPENSES


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						OTHER			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0


						TOTAL ADDITIONAL EXPENSES			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0





						TOTAL CASH PAYMENTS			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0





						NET CASH CHANGE
 (CASH RECEIPTS – CASH PAYMENTS)			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0





						MONTH ENDING CASH POSITION
 (CASH ON HAND + CASH RECEIPTS – CASH PAYMENTS)			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0			$   - 0










































































































































































No changes











image1.jpg


African AUDA-NE“AD SIFA

) Skills Initiative
U n I On AFRICAN UNION DEVELOPMENT AGENCY for Africa
[C13319] 8

Technical Cooperation












Confirmation Letter [Employers]_TVET Managers D.docx

[image: Chart

Description automatically generated with medium confidence]


[image: ]


[YOUR ORGANISATION’S LOGO]


Your Address


Your Email


Your Contact number


Your Website








[bookmark: _jj8asytus8ts]To:


Attention;


Address:


Email:


Contact number:


Website





[DATE]





Dear Business Partner: 





On behalf of the [Name of your Principle, Project Manager, Department or faculty (if your Job Fair is discipline focused) and TVET College], we would like to thank you for agreeing to participate in our [Name of your Job Fair] that will be held on [Date of your Job Fair] from [Time & Duration of your Job Fair]. 





The site for the Job Fair will be the [Communicate the actual location of your Job Fair]. Employers will set-up in the [Communicate the actual location of the booth set up]. Table set up will begin at [Communicate day and time of set up]. The students will be scheduled to visit with you from [Communicate times of interaction, networking and interviews]. Lunch will be served during the event. 





If you have special needs for the set-up, please let us know. Please stop by our registration table in the [Communicate location of registration table] upon arrival to get your booth and/or room assignment. During the Job Fair, approximately [number of estimated job seekers] will have an opportunity to discuss firsthand the many career opportunities in your areas. They will also learn about the educational requirements, salaries, skill requirements and many other pieces of valuable information. 





You may want to bring with you hands-on activities, samples, brochures and any other material you feel will be beneficial for participants. We have enclosed a map for your convenience. If you have any other questions regarding the Career Day, please contact [Your Namer] Call at [Your Number]. 





We look forward to seeing you there! Thank you for your time and participation!


[bookmark: _l3mdzza1s7c5]


Sincerely, 


[Your Name] 


[Your Position] 
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[YOUR ORGANISATION’S LOGO]


Your Address


Your Email


Your Contact number


Your Website








[bookmark: _jj8asytus8ts]To:


Attention:


Address:


Email:


Contact number:


Website:





[DATE]





Dear Business Partner: 





On behalf of the [Name of your Principle, Project Manager, Department or faculty (if your Job Fair is discipline focused) and TVET College], we would like to thank you for agreeing to participate in our [Name of your Job Fair] that will be held on [Date of your Job Fair] from [Time & Duration of your Job Fair]. 





The site for the Job Fair will be the [Communicate the actual location of your Job Fair]. Employers will set-up in the [Communicate the actual location of the booth set up]. Table set up will begin at [Communicate day and time of set up]. The students will be scheduled to visit with you from [Communicate times of interaction, networking and interviews]. Lunch will be served during the event. 





If you have special needs for the set-up, please let us know. Please stop by our registration table in the [Communicate location of registration table] upon arrival to get your booth and/or room assignment. During the Job Fair, approximately [number of estimated job seekers] will have an opportunity to discuss firsthand the many career opportunities in your areas. They will also learn about the educational requirements, salaries, skill requirements and many other pieces of valuable information. 





You may want to bring with you hands-on activities, samples, brochures and any other material you feel will be beneficial for participants. We have enclosed a map for your convenience. If you have any other questions regarding the Career Day, please contact [Your Namer] Call at [Your Number]. 





We look forward to seeing you there! Thank you for your time and participation!


[bookmark: _l3mdzza1s7c5]


Sincerely, 


[Your Name] 


[Your Position] 
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[YOUR ORGANISATION’S LOGO]


Your Address


Your Email


Your Contact number


Your Website








[bookmark: _jj8asytus8ts]To:


Attention;


Address:


Email:


Contact number:


Website





[DATE]





Dear [TVET College/Training Providers]:





[bookmark: _l3mdzza1s7c5]On behalf of the [Name of your MD/CEO, Project Manager, Department head (if your Job Fair is discipline focused) and your company name], we would like to thank you for agreeing to participate in our [Name of your Job Fair] that will be held on [Date of your Job Fair] from [Time & Duration of your Job Fair]. 





The site for the Job Fair will be the [Communicate the actual location of your Job Fair]. TVET College/Training Providers will set-up in the [Communicate the actual location of the booth set up]. Table set up will begin at [Communicate day and time of set up]. The students will be scheduled to visit with our Job Fair team from [Communicate times of interaction, networking and interviews]. Lunch will be served during the event. 





If you have special needs for the set-up, please let us know. Please stop by our registration table in the [Communicate location of registration table] upon arrival to get your booth and/or room assignment. During the Job Fair, approximately [number of estimated job seekers] will have an opportunity to discuss firsthand the many career and Work-Based Learning Experience opportunities in our company/department. They will also learn about the educational requirements, salaries, skill requirements and many other pieces of valuable information. 





We have enclosed a map for your convenience. If you have any other questions regarding the Career Day, please contact [Your Namer] Call at [Your Number]. 





We look forward to seeing you there! Thank you for your time and participation!





Sincerely, 


[Your Name] 


[Your Position] 
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[YOUR ORGANISATION’S LOGO]


Your Address


Your Email


Your Contact number


Your Website








[bookmark: _jj8asytus8ts]To:


Attention:


Address:


Email:


Contact number:


Website:





[DATE]





Dear [TVET College/Training Providers]:





[bookmark: _l3mdzza1s7c5]On behalf of the [Name of your MD/CEO, Project Manager, Department head (if your Job Fair is discipline focused) and your company name], we would like to thank you for agreeing to participate in our [Name of your Job Fair] that will be held on [Date of your Job Fair] from [Time & Duration of your Job Fair]. 





The site for the Job Fair will be the [Communicate the actual location of your Job Fair]. TVET College/Training Providers will set-up in the [Communicate the actual location of the booth set up]. Table set up will begin at [Communicate day and time of set up]. The students will be scheduled to visit with our Job Fair team from [Communicate times of interaction, networking and interviews]. Lunch will be served during the event. 





If you have special needs for the set-up, please let us know. Please stop by our registration table in the [Communicate location of registration table] upon arrival to get your booth and/or room assignment. During the Job Fair, approximately [number of estimated job seekers] will have an opportunity to discuss firsthand the many career and Work-Based Learning Experience opportunities in our company/department. They will also learn about the educational requirements, salaries, skill requirements and many other pieces of valuable information. 





We have enclosed a map for your convenience. If you have any other questions regarding the Career Day, please contact [Your Namer] Call at [Your Number]. 





We look forward to seeing you there! Thank you for your time and participation!





Sincerely, 


[Your Name] 


[Your Position] 
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COVID-19 EVENT CHECKLIST


			[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r]Name of person(s) responsible for completing and implementing this checklist


			





			Name of business/entity and  


location/address


			





			Physical Address for this Checklist


			





			Signature


			





			Date


			











			


			MAX # OF ATTENDEES PER DAY AS OUTLINED IN YOUR LEGAL JURISDICTION





			INDOOR EVENT


			





			OUTDOOR EVENT


			











			COVID-19 Event Checklist





			Job Fair Name:





			Contact person name





			Contact phone number/email address:





			Event location:





			Checklist completion date: (DD/MM/YYYY)





			Event commencement date and time: (DD/MM/YYYY)





			Event completion date and time: (DD/MM/YYYY)





			Anticipated attendance details: (e.g. anticipated attendance numbers, number of event staff, etc):





			Brief description of the types of activities occurring at the event (e.g. live performance, stalls, food etc):








What you need to do to safely operate your event


Governance Arrangements 





			CHECK BOX


			BEFORE THE EVENT





			


			Check your Government’s COVID-19 website to confirm you can operate your Job Fair and whether any specific restrictions apply and Keep up to date with the legislative requirements.





			


			Obtain any necessary approvals to operate your Job Fair from appropriate authorities, e.g., your municipality owner/landholders and/or other approval bodies. 





			


			Identify key staff who are responsible for implementing and reviewing the strategies in this COVID-19 Safe  Event Checklist.





			


			Operate within your respective COVID -19 Safe Industry Plan. 





			


			Ensure staff attending the event are adequately trained to manage the COVID-19 requirements. This should include providing education or guidance on good personal hygiene, in accordance with standards set by your relevant government and Industrial Relations Bodies.





			


			Determine if your event is considered an indoor or outdoor event.





			


			


Areas at the event must operate in accordance with occupant density of: 





· no more than one person per 2 square metres for areas open to or used by attendees, whether indoors or outdoors; or 


· up to 50% per cent (Confirm with your COVID-19 Regulations) of seated venue capacity provided attendees are in allocated seating.  


Ensure that the maximum number of people in these areas is not exceeded. 

















			CHECK BOX


			DURING THE EVENT





			


			Ensure approved hand sanitisers and thermometers are stocked, working and positioned at your welcome/registration and information stations.





			


			Monitor strategies during the Job Fair at regular intervals (e.g., at the beginning of the event,  hourly, prior to and at the conclusion of keynote addresses, prior to expected increases in attendee movement). 





			


			Ensure you have a copy of this signed checklist, which must be produced if requested from a relevant compliance/enforcement officer. This may include providing an electronic copy.





			


			Provide evidence to the approving authority that staff have undertaken the required COVID-19 education/training (if applicable).





			


			Other
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COVID-19 EVENT CHECKLIST


			[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r]Name of person(s) responsible for completing and implementing this checklist


			





			Name of business/entity and  


location/address


			





			Physical Address for this Checklist


			





			Signature


			





			Date


			











			


			MAX # OF ATTENDEES PER DAY AS OUTLINED IN YOUR LEGAL JURISDICTION





			INDOOR EVENT


			





			OUTDOOR EVENT


			











			COVID-19 Event Checklist





			Job Fair Name:





			Contact person name





			Contact phone number/email address:





			Event location:





			Checklist completion date: (DD/MM/YYYY)





			Event commencement date and time: (DD/MM/YYYY)





			Event completion date and time: (DD/MM/YYYY)





			Anticipated attendance details: (e.g. anticipated attendance numbers, number of event staff, etc):





			Brief description of the types of activities occurring at the event (e.g. live performance, stalls, food etc):








What you need to do to safely operate your event


Governance Arrangements 





			CHECK BOX


			BEFORE THE EVENT





			


			Check your Government’s COVID-19 website to confirm you can operate your Job Fair and whether any specific restrictions apply and Keep up to date with the legislative requirements.





			


			Obtain any necessary approvals to operate your Job Fair from appropriate authorities, e.g., your municipality owner/landholders and/or other approval bodies. 





			


			Identify key staff who are responsible for implementing and reviewing the strategies in this COVID-19 Safe  Event Checklist.





			


			Operate within your respective COVID -19 Safe Industry Plan. 





			


			Ensure staff attending the event are adequately trained to manage the COVID-19 requirements. This should include providing education or guidance on good personal hygiene, in accordance with standards set by your relevant government and Industrial Relations Bodies.





			


			Determine if your event is considered an indoor or outdoor event.





			


			


Areas at the event must operate in accordance with occupant density of: 





· no more than one person per 2 square metres for areas open to or used by attendees, whether indoors or outdoors; or 


· up to 50% per cent (Confirm with your COVID-19 Regulations) of seated venue capacity provided attendees are in allocated seating.  


Ensure that the maximum number of people in these areas is not exceeded. 

















			CHECK BOX


			DURING THE EVENT





			


			Ensure approved hand sanitisers and thermometers are stocked, working and positioned at your welcome/registration and information stations.





			


			Monitor strategies during the Job Fair at regular intervals (e.g., at the beginning of the event,  hourly, prior to and at the conclusion of keynote addresses, prior to expected increases in attendee movement). 





			


			Ensure you have a copy of this signed checklist, which must be produced if requested from a relevant compliance/enforcement officer. This may include providing an electronic copy.





			


			Provide evidence to the approving authority that staff have undertaken the required COVID-19 education/training (if applicable).





			


			Other
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[bookmark: _2oa1kzhh9e7z]DEBRIEFING PROCEDURES:


CRITICAL QUESTIONS FOR A SUCCESSFUL EVENT DEBRIEF





EXAMPLE QUESTIONS FOR YOUR JOB FAIR DEBRIEF: THE BACK END


The questions you use for your back-end should be dedicated to improving logistical operations. Review the list below for some ideas on the types of questions you should be asking.





FOR YOUR TEAM





Goals - What were our original event objectives? Did we meet them?





Logistics - Were there any problems encountered as we tried to meet our event objectives? (For example, ask questions related to registration or tech issues, budgetary constraints, revenue goals, marketing performance, and food & beverage issues)





Problem Solving - Were those problems solved? How? Did we find the optimal solution?





Revenue and Cash Flow - Did we meet our budget expectations? Was cash flow efficiently managed so that all purchase orders could be processed on time?





Risk Management - Were there any setbacks beyond our control, such as shipment delays or an extreme weather event? If so, did we find effective solutions for damage control? Are there any steps we can take to mitigate the impact of these situations in future?





Staff Training - As a team member, did you feel like you received adequate training to complete assigned tasks?





Staff Expectations - Were all instructions and expectations made clear from the outset?





Information Channels - Did you find that the information you needed to do your job was readily available to you?





Successes - What were some triumphs at our event? Who or what was responsible for them?





New Best Practices - How can we replicate these successes in the future?





Registration - How effective and efficient was our registration process?





Technology - How did we utilise technology at this event? Was the tech we used easily to implement, maintain, and navigate? Did it provide useful data for analysis?





Idea Generation - What would you like to see happen at similar events in the future?





 





FOR PARTNERS





Strategic Direction - Did you feel sufficiently included when the event’s objectives were initially laid out?





Branding and Theme - Did the event’s theme and messaging correspond with our brand identity?





Communication Channels - Were you always able to reach your designated liaison promptly? Was your customer and partner service experience satisfactory or exceptional?





FOR SPONSORS





Deliverables - Did the event fulfil all of its commitments in terms of promised promotional opportunities?





Content Coordination - Was the process of sharing promotional content convenient and efficient? Were all logos, videos, and other promotional materials presented in the format of your choosing?





Communication Channels - Were all sponsorship options made clear to you? Did you feel like you had an opportunity to broach new sponsorship ideas?





FOR VENDORS





Setup - Were you given adequate support for setup? Was the experience well organiSed? For example, where the loading docks available when you needed them? Did you have to compete with other vendors to gain access to the building?





Time Management - Were you given enough time to perform quality control checks? For example, were AV vendors able to test digital signage and do a thorough soundcheck?





Venue Infrastructure - Did the venue meet all of your requirements? For example, did caterers have access to adequate kitchen facilities? Did the AV team have sufficient access to power outlets and WiFi?


 





			EXAMPLE QUESTIONS FOR YOUR EVENT DEBRIEF: THE FRONT END


For your front-end debrief, you want to cover any areas that may affect the attendee experience. The questions you ask attendees should be very similar to your team’s needs to be asking itself about the front-end experience. The same principle holds true for the questions that you ask stakeholders.


Post-event evaluation questions are the best way to gain valuable feedback from your attendees and stakeholders. Knowing how they feel about your services is the first step in improving your business model. Read the list below to review possible questions for your front-end debrief.














FOR ATTENDEES 





Registration - Was your registration process convenient?





Marketing - Did the pre-event marketing materials give you an accurate idea of the event’s main attractions?





Agenda - Was the agenda clear? If the event’s app or website featured an interactive agenda, was it easy to navigate?





Schedule - Were the presentations and other sessions thoughtfully organised into different tracks? Were there any frustrating scheduling conflicts that prevented you from taking advantage of all the available offerings?





Networking - Were there enough networking activities incorporated into the agenda? Did the event provide a convenient way for you to set up interviews with relevant prospects? If there was a smart matchmaking service, did its features actually help to facilitate useful connections? What could be done better?





Educational Presentations - Did speaker sessions and other activities have a practical educational benefit?





Workshops - Did workshops provide enough hands-on engagement? Did you have a chance to ask questions or receive one-on-one support?





Engagement - Were presentations as engaging as they were informative?





Experience Design - If there were experience design features at the event, did they positively influence you?





Emotional Engagement - Did you feel emotionally engaged in any narratives that were shared during presentations? Did the event’s messaging resonate with you?





Continuing Education - If any continuing education credits were offered, did they present a useful professional development opportunity?





Social Media - Were you aware of the event’s online presence? Did you actively post about the event on social media? If not, what could be done to encourage more online engagement?





Recreational Activities - Did you participate in any entertainment or wellness activities? Did they meet your expectations?





Information on Recreational Offerings - Was there adequate information available on the recreational activities offered to attendees, or did you find out about them only after the fact?





Event App - If you provided an event app, what were the adoption rates? Is there any way that the experience could be made more user friendly? Are there any new features that you would like to see incorporated into next year’s app?





Catering - Were the catering options inadequate, adequate, or exceptional? If you have special dietary requirements, were your needs adequately accommodated?





Customer Service - Did attendees know where to seek customer service support? Were these services sufficiently helpful?





FOR PARTNERS AND SPONSORS





Brand Recognition - Did the event provide sufficient opportunity to engage your target audience?





Messaging - Did the event’s messaging correspond with your values and goals?





Event Layout - Did the event’s floor plan position your signage and/or booth in an optimal position? Was the layout organised in a way that facilitated efficient networking?





ROI - Did the number of leads and conversions that you achieved meet your expectations? What could be done to improve your business prospects?





 





FOR VENDORS





Attendee Interactions - Did you have to field attendee complaints when delivering your services? Did you receive adequate support from the event’s in-house staff to handle customer service issues?





Brand Recognition - Did your company information receive adequate prominence on marketing materials and in other forms of communication? Would you be open to providing in-kind services in exchange for more high-profile marketing?


			All of your questions should be designed to extract actionable takeaways. Evaluating the responses to your event questionnaire should lead to more questions that you will then direct towards your own management team during your final debrief meeting.


How can you learn from the feedback? Any ideas generated should act as a kind of scaffolding for your next event. If you do your event debrief right, you should have a ready-made blueprint for all your future event planning needs.











THINK ABOUT THE ‘FRONT END’ & THE ‘BACK END’ WHEN YOU DEFINE YOUR DEBRIEF STRATEGY


A good way to break down your debriefing process is to define it in terms of the “front end” and the “back end” of your job fair (as done above). Following this method, the front end relates to the attendee experience, while the back end pertains to all the work that goes on behind the scenes.





THE FRONT END OF YOUR EVENT REVIEW


Your front-end debrief should begin with an assessment of attendee satisfaction, usually by posing survey-style questions at various stages of the event. Although the bulk of this process is conducted at the survey stage of debriefing, the information you gather from attendees will provide useful insight during your debrief meeting.





THE BACK END OF YOUR EVENT REVIEW


On the other hand, back-end debriefs involve analysing how effectively your team handled the logistics of your event. The first step in your back-end debriefs to gather statistics and other key metrics.





			Many also choose to conduct an all staff survey to generate internal feedback on the event’s operational performance. These surveys tend to focus on the productivity of your staff, the efficiency of task delegation, and the flow of information.


The final and most important stage of the back end debrief involves presenting your findings to a core group of managerial staff, who will then be able to discuss key takeaways.











SOLICITING FEEDBACK: HOW AND WHEN TO ASK DEBRIEF QUESTIONS


Both the survey and the meeting stage of your event should revolve around a set of central questions. In a sense, debriefing an event simply means asking — and hopefully answering — a series of targeted questions about the event itself.





Even if you feel confident that your event was a resounding success, how can you ensure everyone involved has the same impression? How can you guarantee that next year’s event will run at least as well without becoming monotonous? How do you know what drives attendee engagement or what your partners want to see next?





When it comes to getting a great response rate, how and when you ask your questions is often just as important as what you want to know.





Your strategy will largely depend on who you are addressing. Your debrief questions should be directed at four core groups:





· Attendees (the front end)


· All staff (the team players at the back end)


· Managerial staff (the team leaders at the back end)


· Stakeholders (vendors, sponsors, and partners, who often have equal stake in both the front and back ends)





You will want to take a different strategic approach when addressing each of these groups.





ATTENDEES


Prompt them to provide feedback on their satisfaction levels to help you better assess the front-end experience.





DURING THE EVENT


· Encourage attendees to make social media posts using an event-branded hashtag; after the event is over, this hashtag will make it easy for you to gather research on what kinds of comments your attendees made online.


· Post event-related questions and polls on Facebook and Twitter.





AFTER THE EVENT


· When you send out a thank-you email immediately following the event, include a link to your post-event survey.


· Keep most questions short with simple multiple-choice options, offer optional comments or ‘other’ short-text fields, and provide at least one textbox for open-ended feedback.


 


ALL STAFF


Encourage your team to share their on-the-ground perspective to improve back-end efficiency.





DURING THE EVENT


· If you work in a large organisation, ask each department to conduct a short daily debrief where staff can pose and field questions as they come up.


· If you work in a smaller organisation, consider conducting a short end-of-day debrief for your entire team.





AFTER THE EVENT


· Create a post-event questionnaire directed at staff; ideally, this survey should require some identifying information like job title to pinpoint department-specific issues.


· Consider offering a second anonymous feedback form for general comments.








MANAGERIAL STAFF


Work together with your team leaders to develop the questions to ensure to approach stakeholders with pertinent questions during the event proactively to participate in the manager’s Q&A discussion actively to ensure to guide every stage of the back-end debrief.





DURING THE EVENT


· If you are conducting daily debrief meetings, provide managers with a set of questions to help guide the discussion among their team members.


· Ask them to take notes on any issues that arise during these discussions so that they can share them at the post-event debrief meeting.





AFTER THE EVENT


· Invite managers to a comprehensive debrief meeting structured around the issues raised in feedback from attendees and staff.


· The agenda of this meeting should revolve around the core questions posed to attendees and staff. How would the managers expect people to answer the questions? Which speaker session do they think would rank highest? Do they anticipate any employee complaints? Do the results of the surveys match their expectations?


· If you can identify areas for improvement, approach the challenge by posing another set of questions. How can you solve the problem?





STAKEHOLDERS


Provide stakeholders with an avenue to voice their opinions on both the front-end and back-end experience.





DURING THE EVENT


· Make sure that each of your key stakeholders has been given information on a primary point of contact who can address their questions as they come in.


· Encourage this liaison to proactively approach stakeholders with pertinent questions during the event. Is anything undermining the front-end or back-end experience at your event?


· Ask this liaison to record any stakeholder feedback received during the event, and use this feedback to frame the questions that you pose in your final debrief meeting.





AFTER THE EVENT


· Create a separate post-event questionnaire for each of your key stakeholder groups: sponsors, partners, and vendors.


· Invite a representative from each stakeholder group to the final debrief meeting, and encourage these executives to actively participate in the manager’s Q&A discussion.


 





No matter who you are addressing, it is important to ask for feedback as soon as possible. When possible, begin asking the right questions during the event itself. Send out follow-up surveys as soon as the event closes.





It’s a good idea to have a debrief strategy in place even before your event begins: gathering information every step of the way is key to developing a comprehensive picture of your event’s success.





HOW TO LEAD A DEBRIEFING SESSION


As long as you apply your finely-honed event planning skills when setting up your debrief meeting, you should be able to handle it like the pro.





Represent Each Core Group at Your After-Event Review


The first step in organising your event debrief meeting is deciding who to invite. If you work in a small organisation, you may be able to include all staff. Otherwise, you should select representative management team members and ask managers to come prepared with feedback from any staff members they supervise.





You could also invite key representatives from partner organisations, sponsors, and vendors or hold separate debriefs with each to evaluate the event’s success relative to their specific KPIs.





The number of perspectives that you bring into the fold should be both diverse and manageable. Including different points of view will allow your discussion to be more comprehensive. Still, too many voices could derail the meeting’s focus, especially if the KPIs across the different participants are not well aligned.





Provide a Structured Checklist to Keep Your Debrief Session on Track


After figuring out your list of invitees, the next step is to develop a carefully organised plan. It’s a good idea to structure the agenda around the questions you asked in your back-end questionnaire and front-end survey.





Try to cluster discussions around topic areas like the ones bolded in the question examples above. Review the debrief checklist below to ensure that you follow a step-by-step discussion process:





· Introduce the area and relevant performance indicators.


· Discuss any related feedback gathered from all key parties.


· Acknowledge examples of success.


· Address any issues that might have arisen. 


· Discuss best practices that will allow you to carry over any successes and avoid repeating any problems.


· Discuss specific procedural, organisational or systemic challenges and any proposed solutions to improve for the next event.





It’s not necessary to cover every topic reviewed in your debrief surveys and questionnaires. To generate the most productive conversation, it’s best to focus on your strongest and weakest areas.





Provide meeting participants with a comprehensive report on your findings before the debrief. You can set aside some time at the end of the meeting for participants to offer insight into any areas that might warrant further discussion.





Foster a Positive Atmosphere for Sharing Ideas


Your team members will be more honest and forthcoming with their contributions if they feel supported.





Remember to be respectful and professional whenever reviewing your staff’s performance. When discussing your successes, it’s important to recognise any outstanding contributions from members of staff. On the other hand, if you address problems that occurred during the event, it’s best to avoid pointing fingers during a group meeting. Try to limit the discussion to generic advice. If a particular staff member needs to be held accountable for underperforming in some way, it should be done in a private meeting or through HR channels.





Designate a Discussion Moderator to Lead Your Debriefing Session


To ensure that the conversation stays on track, someone should be moderating the discussion at all times. While you may be the most natural fit for this position, it may be a good idea to select someone else to guide specific parts of the meeting. For example, your marketing director might be a good person to lead discussions related to communications and brand management.





For each discussion area, you may also want to make a list of key participants to approach for feedback. Asking direct questions to specific people is sometimes the best way to ensure you cover every key area.





CREATE A CONSTRUCTIVE DEBRIEF TEMPLATE TO GUIDE THE DISCUSSION


The example questions we addressed above should give you a pretty good idea of how to approach your debrief, but it’s also wise to consider how you will structure your post-event evaluation form. This debrief form should distil the key points from any prior surveys and questionnaires, and it should work hand-in-hand with your meeting agenda.





A carefully designed debrief template form translates to a well-organised debrief session.





The easiest way to conduct an event debriefing is by having a good skeleton framework for beginning the discussion.





Use the attached debrief template to get started.


The template is primarily suited to the back-end component of your debrief, although you should also highlight key takeaways generated from your front-end debrief research.





For example, if your social media campaign generated much more engagement than previous years, consider asking your meeting participants to discuss the initiatives that helped you provide plan organisations actively.





Your template should contain a series of questions that will guide a process of reflection and draw out feedback that people may have otherwise forgotten. 





To provoke a thoughtful discussion, you need to ask questions that will elicit more developed answers than a simple “yes” or “no” response. Your debrief template will serve as a way to get the conversation moving at your debrief meeting, but it should also work as a stand-alone document because some people (like your vendors) may not be able to attend the meeting itself.





In fact, for those other stakeholders, you may want to develop a separate template to facilitate separate meetings to evaluate event success according to the different KPIs and objectives at play.





If you do, you may also want to have those meetings before your internal debrief (or conduct a second one afterwards), so the outcome can inform your own internal assessment. Otherwise, you may find yourself patting yourselves on the back at the internal meeting only to discover later that your sponsors aren’t happy.





10 Key Parts of an Effective Event Debrief Template





1. Ask for Name and Role


A truly effective debrief template should generate feedback specific to the respondent’s job role; thus, anonymous submissions may be less practicable. To clarify that you want each respondent to provide input that speaks to their unique position, it includes a section for respondents to fill out their name and job title. If you want to leave room for anonymous contributions, consider creating an additional open-ended comment submission platform.





2. Create a Clear Structure


Organise your template by topic areas. Possible examples include food & beverage, registration, use of technology, entertainment, learning sessions, etc. Any area that fed directly into your event objectives should be listed.





3. State the Objectives


At the top of each area, outline any related objectives, with a list of any measurable performance indicators bulleted below. Then ask respondents to explain whether they feel the objectives were met and offer insight into any factors that might have affected the outcome. Don’t feel the need to ask every participant about every area. Your vendors, for instance, should only be asked about topics that directly affect them.





If any objectives were not met, what could have been done better? Again, share the challenges and specifics behind each outcome. Even if team members are uncertain about the answers, generating hypotheses will allow you to test your ideas at future events.





4. List the Tactics


Your template should include a space to articulate your event strategies. If you begin your event with a set of specific action items, identify these tactics in short statements. Ask participants whether or not the strategies were effectively implemented.





5. Review the Highlights


To set a positive tone for your meeting, it’s a good idea to highlight your successes at the outset before moving along to constructive criticism. Let people call out a few stars of the event and allow those team members to bask in the appreciation. Make sure that any negative comments are framed to emphasise problem-solving instead of blame-assigning, and draw from your successes when tackling your weak points.





Did you fail to meet some of your objectives? If so, how can you do better next time? For instance, if you are approaching close to a 100% attendance rate among your members, the best way to improve attendance could be through member recruitment.





6. Brainstorm Ideas to Improve Your Next Event


Make sure you incorporate both specific and general areas of improvement. For instance, “digital signage was more effective than printed alternatives” and “sponsors are looking for new promotional opportunities.” It’s also okay for respondents to offer their opinions.





7. Address the Lines of Communication


Ask the team members if they felt like expectations were conveyed before, during, and after the event. Why or why not?





8. Share Overheard Comments


Word of mouth is extremely important to an event’s success. Leave room to discuss what your team “overheard.” Ensure that whoever is responsible for the event’s social media is involved in this part of the discussion.





9. Present Audience Feedback


Present the highlights from any attendee feedback that you’ve gathered. Enjoy the positive and use it to brainstorm ways to become even better next time. Then read what the audience viewed as areas for improvement. Take some time to talk amongst your team so that you can tease out innovative approaches to future events.





10. Technology Review


Make sure you also take the time to assess the use of technology at your event. This area is changing so rapidly that new possibilities are bound to crop up every year. Did it work as planned and help you accomplish your event goals if you used an event app? Was it easily adopted? If not, was it a question of a poor communication strategy on your end, or was the user experience somehow lacking?





IN CONCLUSION


Conducting an event debrief is a necessary process to ensure that you build on your past experiences. Conducting both a back-end and a front-end will ensure that you know exactly how everyone involved feels about the event you produced.





Make sure you cover each of the following key groups when developing debrief questions:


· Attendees


· Staff


· Stakeholders





Although the lines dividing each stage of the debrief process are blurred, it’s important to think about each aspect individually.


· Develop a key set of questions relating to the back-end and front-end of your event.


· Provide avenues for diverse groups to contribute feedback and pose their questions.


· Create a debrief template for key representatives from staff and third-party groups.


· Use this debrief evaluation form to guide your debrief meeting.





[bookmark: _k72z9i3rbytz]If you are strategic about your debrief process, you will end up with actionable knowledge about what worked, what didn’t, and what you can do to leverage these insights. Ultimately, you want to create a plan for how to keep your clients, your partners, and your attendees happy and coming back for more.
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EMPLOYER PARTICIPATION GUIDE:
TVET MANAGERS


[bookmark: _2oa1kzhh9e7z]
INTRODUCTION


Background
TVET college history, Job Fair Purpose and its link to your vision mission values. intended outcomes (of your TVET college and Job Fair)





[bookmark: _m7qmvl51lj3r]About your Job Fair
Brief description including the name, theme, location, date and time, project team and any other pertinent information. 





The Job Fair Project Manager and his management team will deploy tools to facilitate the participants’ engagement, including: 


· Exhibition designs 


· Participant Communications Medium


· Thematic Overview


· Partnerships and other bilateral relations (Post Job Fair strategic partnerships – intended outcomes for the TVET college, employers, job seekers and the community).


[bookmark: _ympqlgbzwg4m]Employer Guides 
Participant Guides provide the means for the participants to assess, plan, and execute their participation. The Guides should include precise information with regards to rules and procedures which will serve as a useful reference for the participants before, during, and after your Job Fair. As the Job Fair Project Manager, you’re implored to issue clear, succinct participation guides in advance (at least 2 months) and at more regular intervals (reminders through drip emailing campaign).





Participant Communication Medium 


Consider creating a participant communication channel that is innovative, secure, and sustainable. You can use a web-based or application portal (e.g. MS Teams or even a WhatsApp group) to engage the participants from the early stages of your Job Fair. The communications channel should also facilitate preparation for the event, giving participants the opportunities to interact with the Project Management liaison officer as frequently as needed. Your project liaison officer must provide clear, fast, and exhaustive answers to all participants.  





[bookmark: _gzvucd8fmtov]Thematic Overview 


Be clear to communicate your Job Fair theme clearly, showing how and why you chose your theme. It is important to encourage the participants to think of the theme and subthemes holistically, and to inspire them as they start thinking about their respective booth ’stories’ and branding/design. 











Think long-term strategic relations


Your Job fair should at its core aim to collectively work with the participants, not only in the development of their booths but also through a wider engagement effort. This approach will be continued with the engagement of key stakeholder segments, including your community, other TVET colleges, government departments, the business community, institutional participants, the general public, media, and youth.





Participation Procedures 


The coordination mechanism between the project management team and the participants for compliance with the participation procedures will be enhanced by simplifying and clearly highlighting the process which includes the preparation, approvals, and finalisation of procedures and documents. After receiving the Invitation to Participate, and after the kick-off of the inaugural pre-event meeting, participants’ initial planning can commence. The Organiser will send a confirmation letter to participants, and each participant must respond via an employer commitment letter. The components of the employer commitment letter (mentioned below) must be approved by the Job Fair Project Manager and such approval is provisional until the Job Fair Project manager has signed the employer commitment letter. The booth/exhibition spaces should only be allocated after such approval. The Job Fair employers must closely coordinate with the project employer liaison officer to effectively comply with the procedures to participate in your Job Fair.





Booth/Exhibition Proposal 


The Job Fair Project Manager will facilitate the authorisation of the submissions of the participants. The employer commitment letter should include the employer’s Theme Statement, the concept of booth set-up and booth design proposal. All components of the submissions should embrace the spirit of the theme. This is the opportunity for each employer to demonstrate their own unique and creative ways of interpreting the theme, bringing it to life, and presenting it to job seekers through their event activities. 


[bookmark: _lcl2ji9tlcvu]Services for Employers


Participants will be offered a simple and effective communications digital platform (mentioned above) to help them in their preparation and operations and to optimise the impact of their booths/exhibits. Participants should have access to all functionalities available to visitors as well as other information relevant to them as participants, for example, jobseeker numbers, relevant demographics, flow and footfall throughout the site, navigation profile, and events scheduling. Importantly, the project liaison officer via the communications digital platform will help to enable the delivery of the provision of services; this can include efforts such as delivery gazebos, tables, and chairs (depending on your packages - see below). Aim to make the participants’ experience as enjoyable and efficient as possible. To this end, the project manager must consider providing each employer with a dedicated contact person, either a staff member or volunteer, from the time that the participants have committed to taking part in your Job Fair, right until the decommissioning and teardown is complete. You’re advised to provide a ‘one-stop shop’ to facilitate and assist the participants in aspects of construction, operations, and decommissioning of their pavilions and display areas.





Pre-Event 


The project management team is advised to offer services regarding travel logistics for employers commuting from outside your province. Employer personnel many participants’ booths are to inspect their spaces before the opening of the Job Fair to oversee the construction of their booths. The project manager should also facilitate the storage provisions for construction materials or consumables. The process of bringing in goods is enhanced by an optimally located site, which has excellent logistics infrastructure for the ease of local freight and transportation. In addition, the project management team should facilitate operational readiness testing. Test events prior to the opening date should begin a week to 2 days before the official start of the event. Participants will be required to test the operational readiness of the site and their booths during this period. Employer representatives are to arrive at least 2hours early on the day of the Job Fair.





Post-Event 


The Job Fair should facilitate smooth operations for the participants to transition from the site, including support in storage, export logistics, and travel.





JOB FAIR EXHIBITORS PACKAGES


Preliminary Estimated Costs of Participation





			PACKAGE TITLE


			DESCRIPTION


			COST
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Name of your TVET College/Training Provider


(Address)


(Email, Contact number, website)


[bookmark: _jj8asytus8ts]


[DATE]


Human Resource Department


Name of Organisation/Employer


(Address)








Dear Sir/Ma’am: 





[bookmark: _l3mdzza1s7c5]We are writing to invite you and your organisation (Insert Organisation name), as a public service to our (insert name of Job Fair fair expo) from (insert time) on (Insert date).


We are currently seeking employers, recruiters, business owners, and organisations looking to fill various Work-Based Learning Experience, internship, apprenticeship and employment positions with suitably trained job seekers.


We are hoping that they would participate in the Job Fair (name of Job Fair), to be held at the (Address of the Job Fair).


The purpose of the event is to provide a means to help our students and the community.


On behalf of (name of TVET College/Training Provider), we hope that you would consider this request, while we will follow up to determine whether you wish to participate in this event.


When your participation is confirmed, an information pack and participatory guide containing further information about the event will be sent to you.


Sincerely, 


[Your Name] 





Job Fair Project Manager, (Name of TVET College/Training Provider)
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Name of your TVET College/Training Provider


(Address)


(Email, Contact number, website)


[bookmark: _jj8asytus8ts]


[DATE]


Human Resource Department


Name of Organisation/Employer


(Address)








Dear Sir/Ma’am: 





[bookmark: _l3mdzza1s7c5]We are writing to invite you and your organisation (Insert Organisation name), as a public service to our (insert name of Job Fair expo) from (insert time) on (Insert date).


We are currently seeking employers, recruiters, business owners, and organisations looking to fill various Work-Based Learning Experience, internship, apprenticeship and employment positions with suitably trained job seekers.


We are hoping that they would participate in the Job Fair (name of Job Fair), to be held at the (Address of the Job Fair).


The purpose of the event is to provide a means to help our students and the community.


On behalf of (name of TVET College/Training Provider), we hope that you would consider this request, while we will follow up to determine whether you wish to participate in this event.


When your participation is confirmed, an information pack and participatory guide containing further information about the event will be sent to you.


Sincerely, 


[Your Name] 





Job Fair Project Manager, (Name of TVET College/Training Provider)
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EMPLOYER REGISTRATION FORM GUIDE


[bookmark: _2oa1kzhh9e7z]This is a guide to some of the questions you should include in your employer registration form. 





1. Employer Name


2. Contact Person


3. Name & Title of Representative(s) at Job Fair 


4. Address/Email/Phone/Fax


5. Exhibitor Details: Please provide details of the nature of your business and the job or Work-Based Learning Experience opportunities you’re looking to fill


6. Please specify if you want to do any experiential activities or demonstrations. Please give details to your requirements and the nature of the activity.


7. Describe your booth theme in relation to the overall theme of the Job Fair 


8. Select your exhibition package (if applicable)


9. Suggested items to bring:


· Snacks and refreshments,


· Application forms and/or job descriptions	


· Brochures/flyers/business cards or any other promotional organisational material 


· List current/future job openings 


10. Will you conduct interviews onsite? 


11. Do you need a power outlet? 


12. Are you interested in doing live radio interviews


13. What will you offer participants at the event? 


14. Are you currently hiring? 
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EVALUATION FORM FOR EMPLOYERS


[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r]Thank you for participating in the [NAME/DATE OF YOUR JOB FAIR]! Please fill out this survey to help us better serve your future Job fair needs. Check the box that best represents your rating to the services/items indicated below.


			


			POOR
(1)


			BELOW AVERAGE
(2)


			FAIR
(3)


			ABOVE AVERAGE
(4)


			 EXCELLENT
(5)





			Registration


			


			


			


			


			





			Physical Arrangements


			


			


			


			


			





			Student Contact


			


			


			


			


			





			Information pack


			


			


			


			


			





			Date & Time


			


			


			


			


			





			Location & Facilities


			


			


			


			


			





			Invitations/Event Campaign


			


			


			


			


			





			Quantity of Applicants


			


			


			


			


			





			Quality of Applicants


			


			


			


			


			





			Rate this Job Fair compared to other Colleges’/Universities


			


			


			


			


			





			Types/Category of Applicants


			


			


			


			


			





			Food & Beverages


			


			


			


			


			





			Job Fair packages


			


			


			


			


			





			Rates & Fees


			


			


			


			


			





			Overall rating


			


			


			


			


			










Please provide any comments or suggestions for the improvement of future activities and programs.




























*Note: All information shall be used by [NAME OF YOUR TVET COLLEGE] for legitimate purposes specifically for evaluation for the [NAME OF YOUR JOB FAIR] and shall be processed only by authorised personnel in accordance with the Privacy Policy of our TVET College.


*Please submit this form to the Job Fair Project Manager after the event.


THANK YOU FOR YOUR INPUTS!
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EVALUATION FORM FOR STUDENTS


[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r]Thank you for participating in the [NAME/DATE OF YOUR JOB FAIR]! Please fill out this survey to help us better serve your future Job Fair needs. Check the box that best represents your rating to the services/items indicated below.


			


			POOR
(1)


			BELOW AVERAGE
(2)


			FAIR
(3)


			ABOVE AVERAGE
(4)


			 EXCELLENT
(5)





			Registration


			


			


			


			


			





			Physical arrangements


			


			


			


			


			





			Employer contacts


			


			


			


			


			





			Information pack


			


			


			


			


			





			Date & Time


			


			


			


			


			





			Location & Facilities


			


			


			


			


			





			Invitations/Event Campaign


			


			


			


			


			





			Quantity of Employers


			


			


			


			


			





			Quality of Employers


			


			


			


			


			





			Rate this Job Fair compared to others you’ve attended


			


			


			


			


			





			Types/Category of Applicants


			


			


			


			


			





			Food & Beverages


			


			


			


			


			





			Job Fair packages


			


			


			


			


			





			Job Fair preparation


			


			


			


			


			





			Overall rating


			


			


			


			


			










Please provide any comments or suggestions for the improvement of future activities and programs.




























*Note: All information shall be used by [NAME OF YOUR TVET COLLEGE] for legitimate purposes specifically for evaluation for the [NAME OF YOUR JOB FAIR] and shall be processed only by authorized personnel in accordance with the Privacy Policy of our organisation.


*Please submit this form to the Job Fair Project Manager after the event.


THANK YOU FOR YOUR INPUTS!
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EVALUATION FORM FOR
TVET COLLEGES/TRAINING PROVIDERS


[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r]Thank you for participating in the [NAME/DATE OF YOUR JOB FAIR]! Please fill out this survey to help us better serve your future Job Fair needs. Check the box that best represents your rating to the services/items indicated below.


			


			POOR
(1)


			BELOW AVERAGE
(2)


			FAIR
(3)


			ABOVE AVERAGE
(4)


			 EXCELLENT
(5)





			Registration


			


			


			


			


			





			Physical Arrangements


			


			


			


			


			





			Project Team communication


			


			


			


			


			





			Information pack


			


			


			


			


			





			Date & Time


			


			


			


			


			





			Location & Facilities


			


			


			


			


			





			Invitations/Event Campaign


			


			


			


			


			





			Quantity of work-based learning experience opportunities


			


			


			


			


			





			Quality of work-based learning experience opportunities


			


			


			


			


			





			Quantity of permanent
employment opportunities


			


			


			


			


			





			Quality of permanent
employment opportunities


			


			


			


			


			





			Rate this Job Fair compared
to other employers


			


			


			


			


			





			Types/Category of work-based learning experience opportunities


			


			


			


			


			





			Rates & Fees


			


			


			


			


			





			Overall rating


			


			


			


			


			










Please provide any comments or suggestions for the improvement of future activities and programs.




























*Note: All information shall be used by [NAME OF YOUR TVET COLLEGE] for legitimate purposes specifically for evaluation for the [NAME OF YOUR JOB FAIR] and shall be processed only by authorized personnel in accordance with the Privacy Policy of our TVET College.


*Please submit this form to the Job Fair Project Manager after the event.


THANK YOU FOR YOUR INPUTS!
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Action Sheet











			JOB FAIR EVENT CHECKLIST & ACTION SHEET


			EVENT TABLES


			Project Manager


			Date						Time


			Venue


			College / Dept.


			Approximate # of People


			TVET Principle/MD Involvement			Yes/No


			PR & Media			Yes/No


			Photography			Yes/No


			VIPs Attending			Yes/No








			ACTIVITY			RESPONSIBLE			DUE DATE/STATUS


			Planning [add/remove tasks relevant to your Job Fair]


			Contact TVET College or your CEO/MD's Office for Principle's Diary Request


			Confirm date and time with relevant staff


			Confirm MC for the event


			Prepare background and speech notes for organisation Principle (TVET College principle or CEO/MD


			Book fleet vehicle for event (if required)


			Program


			Prepare draft run sheet and forward to relevant staff


			Arrange Welcome to Travelling guests (if required)


			Arrange staff / students for tour stops


			Arrange pre-tour of facilities with Principle/MD


			Finalise run sheet which includes list of VIPs and forward to relevant staff


			Invitations


			Compile draft invite list including VIPs, Politicians, senior staff and staff involved in project


			Send invitation list to relevant areas for review


			Draft invitation


			Send invitations out


			Provide update on RSVPs numbers


			Provide final list of RSVPs to Principle’s Office, Security and other relevant areas


			Prepare registration list for event


			Prepare name badges 


			Prepare staff passes for all staff working during event 


			Media & PR


			Liasie with Media and Communications to discuss requirements


						


tc={AA81A166-0BC2-4056-B0C1-59A7DC257932}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    I renamed the sheet			Prepare media release and contact media


			Book photographer & Videographer


			Prepare media passes for media attendants


			Facility Requirements


			Prepare Function Bulletin Request for Facilities


			Book additional equipment – staging, marquee, chairs, plants


			Ensure grounds, pathways and gardens are tidy


			Ensure toilets are clean and stocked with consumerables / Floors / Buildings are cleaned.


			Test AV equipment to be used to ensure its working prior to event


			Arrange quote if post-event cleaning is required


			Security


			Prepare Security Risk Assessment


			Send disruption notice to staff regarding closed carparks (if required)


			Brief security on speaker, guests etc. and provide with run sheet


			Catering


			Arrange quote from preferred caterer


			Advise caterer final numbers


			Confirm run sheet and service time with caterer


			Staffing Requirements on the day


			Set up area, signage, banners


			Set up Equipment, A-Frames, Plants


			Set up AV equipment


			Set up and staff registration desk


			Other
































			CONTACT			POSITION/AREA			PHONE














I renamed the sheet











image1.jpg


African AUDA-NE“AD SIFA

) Skills Initiative
U n I On AFRICAN UNION DEVELOPMENT AGENCY for Africa
[C13319] 8

Technical Cooperation












Event Debrief Template D.docx

[image: Chart

Description automatically generated with medium confidence]


[image: ]


			REPLACE WITH LOGO











Company name





EVENT


[bookmark: _k72z9i3rbytz]Name (Optional) and/or role


Area








Registration


Event Objective (EO)





Increase attendance by 10%


Was it met?    [   ] Yes       [   ] No       [   ] I don’t know








FEEDBACK ABOUT CEO


			TACTICS – DID THEY WORK?


			FEEDBACK





			1. Tactic 1 of how you were going to meet Event Objectives (EO) 
(Ex. We used a landing page for increased conversions and it worked well.)


			[Choose an item.]





			2. Tactic 2 of how you were going to meet EO


			[Choose an item.]





			3. Tactic 3 of how you were going to meet EO


			[Choose an item.]





			4. Tactic 4 of how you were going to meet EO


			[Choose an item.]





			5. Tactic 5 of how you were going to meet EO


			[Choose an item.]











DISCUSSION
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Event Marketing Timeline





						EVENT MARKETING TIMELINE


									


tc={5A89E712-ED7D-4D4A-91AC-8711F606862B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No Changes			PHASE ONE									PHASE TWO												PHASE THREE						PHASE FOUR


						CAMPAIGN TYPE			ADDITIONAL INFO			WEEK 1			WEEK 2			WEEK 3			WEEK 4 			WEEK 5			WEEK 6			WEEK 7			WEEK 8			WEEK 9			WEEK 10			WEEK 11			WEEK 12


						National Marketing


						Banner Ads








						Local Marketing


						Web Ads








						Public Relations


						Press Releases


						Webinars





						Content Marketing


						Sponsored Content


						Landing Page





						Social Media


						Twitter


						Facebook


						Instagram


						LinkedIn


						Online


						Blog


						Website


						Mobile App


						Mobile Alerts


						Email Newsletter





						Web


						Development


						SEO








						Market Research


						Surveys


						Impact Studies





						Other


						Corporate Branding





















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No Changes











BLANK - Event Marketing Tmln














						EVENT MARKETING TIMELINE


												PHASE ONE									PHASE TWO									PHASE THREE									PHASE FOUR


						CAMPAIGN TYPE			ADDITIONAL INFO			WEEK 1			WEEK 2			WEEK 3			WEEK 4 			WEEK 5			WEEK 6			WEEK 7			WEEK 8			WEEK 9			WEEK 10			WEEK 11			WEEK 12


						National Marketing


						Banner Ads








						Local Marketing


						Web Ads








						Public Relations


						Press Releases


						Webinars





						Content Marketing


						Sponsored Content


						Landing Page





						Social Media


						Twitter


						Facebook


						Instagram


						WhatsApp


						LinkedIn


						Online


						Blog


						Website


						Mobile App


						Mobile Alerts


						Email Newsletter





						Web


						Development


						SEO








						Market Research


						Surveys


						Impact Studies








						Other


						Corporate Branding
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Event Planner Template





						EVENT PLANNER 


						JOB FAIR OVERVIEW


						EVENT TITLE


tc={1A477314-1E24-4E38-BDBB-B9C54016D32F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No Changes


						EVENT DATE						EVENT TIME


						EVENT LOCATION


						EVENT DESCRIPTION





						EVENT COORDINATOR OVERVIEW


						PROJECT MANAGER


						DEPARTMENT


						TELEPHONE						MAILING ADDRESS


						"DAY OF" PHONE


						FAX


						EMAIL						WEBSITE


						ADD'L CONTACT NAME						ADD'L CONTACT EMAIL


						CONTACT PHONE 1						CONTACT PHONE 2





						EVENT SCOPE


						TARGET AUDIENCE


						MESSAGING


						OBJECTIVES


						RISK MANAGEMENT


						IDENTIFIED RISKS						RISK MITIGATION




















						MILESTONES,  BENCHMARKS, AND MEASURES OF SUCCESS





						TASK CHECKLIST + DELEGATION


						DATE COMPLETED			TASK						PARTY RESPONSIBLE


									TEAM IDENTIFIED


									FUNDING SOURCED


									SPONSORSHIP OBTAINED


									LOCATION SECURED


									PERMISSION REQUESTED


									PERMITS ISSUED / REQUESTED


									PARKING / TRANSPORTATION LOGISTICS 


									EVENT ENTERTAINMENT / SPEAKERS CONFIRMED


									TALENT REHEARSALS SCHEDULED


									INVITE LIST COMPILED


									RSVP PROCESS DEFINED


									INVITATIONS COMPOSED / PRINTED


									INVITATIONS SENT


									PRINT ADVERTISING 


									RADIO / TELEVISION ADVERTISING


									MEDIA ADVERTISING


									EVENT SIGNS / SIGNAGE


									PROGRAMS / CATALOGUES


									PROMOTIONAL GIFTS


									PRIZES / GIVEAWAYS


									DECORATIONS / FLORAL


									SEATING


									TABLES / LINENS


									GLASSES / DISHES / FLATWARE / NAPKINS


									FOOD / MENU / DIETARY CONCERNS ADDRESSED


									BEVERAGES


									ADDITIONAL STAFF


									SECURITY / FIRST AID


									ADA ACCESS


									HOUSEKEEPING


									EVENT FLOOR PLAN / SET-UP


									GUEST GREETERS / USHERS


									REGISTRATION AREA AND PROCESS


									GUEST AND PARTICIPANT FEEDBACK / REVIEW SYSTEM DEVELOPED

















						SPECIFICATIONS


						EQUIPMENT REQUIRED			COMMENTS:  AVAILABLE IN-HOUSE, SPEAKER WILL PROVIDE, ETC. 


						LIGHTING


						SOUND


						MICROPHONES


						STAGE


						PODIUM


						BACKGROUND MUSIC








						DESCRIBE STAGING SET-UP AND REQUIREMENTS


						A/V POINT OF CONTACT						A/V PHONE


						A/V EMAIL						ADDITIONAL STAFF


						DESCRIBE ANY ADDITIONAL SET-UP REQUIREMENTS





						P O S T - E V E N T    E V A L U A T I O N


						OBJECTIVES MET?


						BUDGETARY CONSTRAINTS MET?


						UNINTENDED POSITIVE OUTCOMES?


						UNINTENDED NEGATIVE OUTCOMES?


						FEEDBACK ANALYSIS


						STAFF AND VENDOR EVALUATION


						REVIEW OF 
MEASUREMENTS FOR SUCCESS


						CELEBRATION & THANK YOUS TO TEAM , STAFF, VENDORS, GUESTS, ETC.





						A D D I T I O N A L    C O M M E N T S

















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No Changes











image1.jpg


African AUDA-NE“AD SIFA

) Skills Initiative
U n I On AFRICAN UNION DEVELOPMENT AGENCY for Africa
[C13319] 8

Technical Cooperation












Event Schedule_Both D.xlsx

Event Schedule





						EVENT SCHEDULE 


						TIME			LOCATION						LOCATION			


tc={92D43FF9-961D-4672-94FC-F2984AF9F912}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No Changes			LOCATION


									ACTIVITY						ACTIVITY						ACTIVITY


						8:00 AM


						8:30 AM


						9:00 AM


						9:30 AM


						10:00 AM


						10:30 AM


						11:00 AM


						11:30 AM


						12:00 PM


						12:30 PM


						1:00 PM


						1:30 PM


						2:00 PM


						2:30 PM


						3:00 PM


						3:30 PM


						4:00 PM


						4:30 PM


						5:00 PM


						5:30 PM


						6:00 PM


						6:30 PM


						7:00 PM


						7:30 PM


						8:00 PM


						8:30 PM


						9:00 PM


						9:30 PM


						10:00 PM


						10:30 PM


						11:00 PM


						11:30 PM


						12:00 AM


						12:30 AM








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No Changes











- Disclaimer -
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Event Speaker Checklist_Both D.xlsx

Event Speaker Checklist





						EVENT SPEAKER CHECKLIST


						Organisation Name									Organisation Logo			


tc={3A84E798-7A6C-4CFF-BF0F-C00A63177EDE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No Changes


						SPEAKER INFORMATION


						SPEAKER NAME


						SPEAKER ORG


						TELEPHONE						MAILING ADDRESS


						"DAY OF" PHONE


						FAX


						EMAIL						WEBSITE


						CONTACT NAME & TITLE						CONTACT EMAIL


						CONTACT PHONE 1						CONTACT PHONE 2


						PRESENTATION


						PRESENTATION TITLE


						PRESENTATION DATE						PRESENTATION LENGTH


						EVENT LOCATION


						PRESENTATION OVERVIEW


						SPEAKER CONFIRMED?						IF CONFIRMED, DATE OF CONFIRMATION


						REHEARSAL REQUESTED?						DIETARY RESTRICTIONS?


						INTERNAL POINT OF CONTACT						WHO WILL GREET SPEAKER?


						IF GUEST LIST PROVIDED, INCLUDE GUEST NAMES


						T E C H N I C A L    S P E C I F I C A T I O N S


						NAME OF EQUIPMENT REQUIRED						COMMENTS:  AVAILABLE IN-HOUSE, SPEAKER WILL PROVIDE, ETC. 


























						DESCRIBE STAGING SET-UP AND REQUIREMENTS


						A/V POINT OF CONTACT						A/V PHONE


						A/V EMAIL						ADDITIONAL STAFF


						DESCRIBE ANY ADDITIONAL SET-UP REQUIREMENTS


						T A S K    C H E C K L I S T


						DATE COMPLETED			TASK						PARTY RESPONSIBLE


									Schedule review


									Presentation review


									Presentation title obtained


									Presentation synopsis obtained


									Speaker biography obtained


									Speaker photo obtained


									Transportation review


									Accommodations review


									Rehearsal schedule review


									Logistics confirmed with speaker / speaker representation














						A D D I T I O N A L    C O M M E N T S
















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No Changes











- Disclaimer -
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Hit List of Employers_TVET Managers D.xlsx

Employer Hit List 





			HIT LIST OF EMPLOYERS








																					


tc={9FBDDC8E-89DF-4E63-ACFF-FF2900C09478}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No Changes			Company 			Contact 			Email 			Phone 			Date Info Sent			Notes			Follow Up Date 			Status 			Invoiced			Paid 














































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No Changes
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Hit List of TVET Training Providers_HR Managers D.xlsx

Traing Providers 





			HIT LIST OF TVET TRAINING PROVIDERS








																					


tc={9168419E-5421-4985-A977-D244D089A309}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    I changed the name of the sheet 			TVET Name			Career Centre Personal			Contact			Email			Phone			Date info sent			Notes			Follow up date			Status			Invoiced			Paid














































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































I changed the name of the sheet 
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Job Fair Proposal_Both D.docx

[image: Chart

Description automatically generated with medium confidence]


[image: ]


[bookmark: _2oa1kzhh9e7z]JOB FAIR OVERVIEW TEMPLATE





[bookmark: _m7qmvl51lj3r][bookmark: _3a8wkeectxeq]Job Fair Overview





			ABOUT THE JOB FAIR


			Enter info here.





			PROPOSED TEAM LEADS


			Include a description of the team event experience. Include how the relationship will be managed and expectations met and who will provide X type of services, resources, etc.





			COMMITMENT TO QUALITY


			Include as much information about performance expectations, etc.





			SPECIAL REQUIREMENTS


			Licensing, permits, insurances, etc.





			EVENT SUMMARY


			Explain how you will work to bring the event to life 





			TIME FRAME


			Provide a timeline of planning stages leading up to the event and a timeline of the event.











			EVENT NAME


			








			EVENT DATE


			








			EVENT TIME


			








			VENUE


			








			LOCATION


			





			GUEST COUNT


			








			THEME


			








			KEY MESSAGING


			








			EVENT GOALS


			











			ESTIMATED FEE COSTS


			Detail costs per hour for services like project management, venue and supplier sourcing, event set-up, registration and on-site coordination, wrap-up, etc. List cost per hour and the number of hours per task.





			ESTIMATED HARD COSTS


			List cost per job details, such as venue rentals, catering, signage, advertisement, giveaways, photographers, A/V, entertainment, staging, etc. 





			ESTIMATED TOTAL
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Job Fair Report_Both D.docx

[image: Chart

Description automatically generated with medium confidence]


[image: ]


[bookmark: _2oa1kzhh9e7z]JOB FAIR REPORT TEMPLATE





[bookmark: _m7qmvl51lj3r][bookmark: _3a8wkeectxeq]Job Fair Overview





· TVET College(s) involved: Add detail here.


· Name of event: Add detail here.


· Date: Add detail here.


· Venue: Add detail here.


· Speakers Add detail here.


· Project Manager: Add detail here.








PURPOSE


[Use this section to detail the ‘why’ of your Job Fair.]





The purpose of this event was to…





Measures of Success


[Use this section to detail the specific measures you devised before the event, and then compare these to what happened.]





			MEASURE


			ACTUAL





			


			





			


			





			


			











KEY ACHIEVEMENTS AND RECOMMENDATIONS


[Use this section to summarise the key achievements (what worked well) and note any recommendations for the future.]





Achievements


· Achievement #1


· Achievement #2


· Achievement #3





Recommendations


· Recommendation #1


· Recommendation #2


· Recommendation #3








BUDGET


[Use this section to detail a high-level view of budget performance. This is obviously a very simple table, but you can add to it as required.]





			BUDGETED INCOME


			$





			BUDGETED EXPENSES


			$





			ACTUAL INCOME


			$





			ACTUAL EXPENSES


			$











Budget Commentary


[Use this section to add any detail that will help explain the numbers above, including explaining any variations.]





· Budget note #1


· Budget note #2


· Budget note #3





Attendance


[Use this section to detail the attendance numbers. A couple of examples of measures are included below, but there are numerous ways to report on attendance].





			NUMBER OF ATTENDEES


			





			NUMBER OF ATTENDEES INVITED


			





			% OF ATTENDEES VS INVITED ATTENDEES


			





			AVERAGE GROUP SIZES


			





			STUDENTS


			





			TVET COLLEGES


			





			RECRUITERS


			





			VIP/HIGH PROFILE GUESTS


			





			MEDIA


			





			EXTERNAL SERVICE PROVIDERS


			





			SPEAKERS/ENTERTAINERS


			





			OTHER


			





			NUMBER OF ATTENDEES


			











Ticketing


[Use this section to chart the distribution of Job Fair tickets/passes over time. At future events, this information will help you to better plan the distribution of event tickets/invitations/passes. You could also add some explanatory notes, e.g. why RSVPs spiked at particular times.]





Venue


[Use this section to make observations and recommendations about the venue. This could include accessibility, signage, suitability for the event, heating and cooling, working with venue staff, etc.]





Observations and Recommendations


· Add detail here


· Add detail here


· Add detail here








REGISTRATION AND CHECK-IN PROCESS


[Use this section to make observations and recommendations on the registration and check-in processes.]





Observations and Recommendations


· Add detail here


· Add detail here


· Add detail here








LOGISTICS


[Use this section to make observations and recommendations about logistics for the event. This could include set-up, pack-up, catering, etc.]





Observations and Recommendations


· Add detail here


· Add detail here


· Add detail here








PROGRAMME


[Use this section to make observations and recommendations about the event programme. This could include the speakers, the MC, the music, program timings, etc.]





Observations and Recommendations


· Add detail here


· Add detail here


· Add detail here








FEEDBACK


[Feedback forms are very useful to collect feedback. Use this section to capture the key insights received from the delegate feedback form. Use the evaluation form templates for this.]





· The feedback form was sent to XXX [List] delegates. Y delegates completed the survey.


· When asked, “on a scale of 1-10, how likely are you to return to [EVENT]?”, the average was X.





Testimonials


[Use this section to make observations and recommendations about the event programme. This could include the speakers, the MC, the music, program timings, etc.]





· Add detail here


· Add detail here


· Add detail here





Social Media Mentions


[Use this section to collect any feedback or other mentions on social media.]





Photos and Videos


[Add a link to where photos or videos of the event are stored.]





Sponsors


[If your event had sponsors, make a note of what worked and what didn’t, and any feedback the sponsors shared about the event.]





Observations and Recommendations


· Add detail here


· Add detail here


· Add detail here








EVENT PROMOTION


Summary of Promotional Activities


[Use this section to detail how the different ways the event was promoted. You can also note the cost of each promotional activity, and its reach (e.g. number of people who received the email, saw the post, etc.). Activities could include social media posts, announcements, email campaigns, Facebook advertisements, ]











			ACTIVITY


			COST


			REACH





			Add detail here


			


			





			Add detail here


			


			





			Add detail here


			


			














Summary of Social Media Activity


[Use this section to record high-level follower numbers for the event’s social media channels.]





			


			BEFORE EVENT


			AFTER EVENT


			% GROWTH





			LinkedIn Page


			


			


			





			Facebook Page


			


			


			





			Facebook Event


			


			


			





			Instagram


			


			


			





			Hashtag Mentions


			


			


			














Some other valuable social media metrics to consider including:


· The number of hashtag mentions.


· The highest performing social media posts (and any insights as to why). This could be measured by reach, engagement, click-through and more.


· The names of any key influencers who posted about the event (you could follow them up to thank them)








Summary of Website Analytics


[Use this section to capture any useful data from the event website. This could include top referrers, search terms, most visited pages, a number of sessions/pageviews, and more.]





Website Screenshots


[This is a good opportunity to take screenshots of the website for future reference.]





Marketing Insights and Recommendations


[Use this section to detail what worked, and what you would do differently next time.]





· Add detail here


· Add detail here


· Add detail here





[You can also include references (links or screenshots) to any marketing materials you would like to reference in future.]








Instagram quote graphic:





Email banner:





Facebook post:
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Legal Requirements_Ambulance Services_Both D.docx

[image: Chart

Description automatically generated with medium confidence]


[image: ]


EVENT MEDICAL SOLUTIONS


[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r][bookmark: _jj8asytus8ts]For your Job Fair, it is absolutely paramount to contract renowned ambulance services to assist with your event’s efficient and effective management. Contract a specialised medical services team that will manage all and any medical emergency.


[bookmark: _pe9vqtv0fz8p]Find an ambulance service provider with extensive experience in concerts, corporate, social and sporting events, indoors and outdoors. The ambulance services should consist of highly qualified paramedics, doctors and nursing practitioners registered with the Health Professions Primary Body. 


[bookmark: _o79l16nn6v42]Your Ambulance Services Provider should help ensure that your Job Fair complies with the following legislation [As per your relevant laws]:





· Safety at Sports and Recreational Events Relevant Stature


· Health and Safety Protocols at Events (including COVID-19)


· Regulations governing health and medical services at mass gatherings and events


· National Road Traffic Stature regulating ambulances


[bookmark: _x98yvp7e7byo]Ambulance Service Provider’s services should include: 


· Risk assessment of the venue


· Fieldside medical assistance


· Joint operations centre representation


· Medical staff registered with your relevant Health Professions Primary Body and experienced in event best practice


· State-of-the-art ambulances and equipment


· Operational support of ambulance rescue vehicles and response cars


· Hospital support close to the event venue, where possible


· Compliance with national and regional legislation


· Line of sight and support communication structures and equipment


· Centre with telephone voice recording and operators offering emergency support


· Event Medical Operational Plan


· Operational medical contingency planning


· Strict clinical governance policies


· Valuable feedback to you, the client, after the event
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[YOUR LOGO]





			


(ADD THE JOB FAIR NAME)

















			This is an internal document submitted to MD/Principal/COO 




















			Event Details 





			Name of the event


			





			Brief description of the event


			





			Date of the event


			





			Time 


			Start 


			


			End


			





			Job Fair Scope 


			Scope 1 


			Scope 2 


			Notes:





			


			Faculty/ Departmental


			Non-categorised, 


i.e.


for all WBLE & Graduate students 


			





			Requested venue for the event to be hosted


			





			Has the venue been booked? 


			Yes 


			No





			(Please note that booking or availability of the venue does not constitute approval of the event) 





			Estimated number of guests: 


			Internal 


			


			External


			





			Parking required 


			Yes 


			No





			Parking arranged with


			





			Security required 


			Yes 


			No





			Security arranged with


			





			Catering to be provided by


			





			If an external caterer is used, proof that the caterer is in possession of a catering license or a certificate of acceptability for food on premises, issued by the relevant municipality, must be provided (Caterers on the procurement list recommended) 





			Will alcohol be served/sold at the event? 


			If so, the Application for alcoholic beverages must also be completed





			


			


			


			





			Are any sponsors involved in the event 


			Yes 


			


			No




















(if “Yes”, please attach a list of all sponsors below)





			Invitation / details attached


			





			Arrangements with the facility manager 


			Name of Manager: 





			Furniture required 


			





			Audiovisual required 


			





			Deliveries to be made 


			Time and date of delivery: ___________________________ Time and date of collection: ____________________________ 




















			Name and Surname of Event Project Manager


			





			Designation


			





			Contact telephone


			





			E-mail address


			





			Date 


			Signature




















			Comments by Principle or MD/Department or Faculty Manager (whichever is best applicable)





			





			Name


			





			Contact telephone


			





			E-mail address


			





			Date 


			Signature








[bookmark: _ympqlgbzwg4m]
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PHOTOGRAPHER & VIDEOGRAPHER CONTENT GUIDE


			[bookmark: _2oa1kzhh9e7z]YOUR NAME/COMPANY


			





			PROJECT


			





			JOB REFERENCE (OPTIONAL)


			





			LOCATION


			





			CONTACTS


			





			


			











Job Fair Summary:
Here you include a bit about the nature of your event, the purpose or reason for having it, the theme, and the format. 





[bookmark: _m7qmvl51lj3r]Requirement:
Summary of what needs to be photographed? There’s a space to provide a shot list on the next page.





[bookmark: _jj8asytus8ts]Location: 
Provide address and contact details for the venue. For larger Job Fairs a floor plan is also great to supply (if available) so the photographer is clear where everything is.





[bookmark: _x98yvp7e7byo]Job Fair Timings: 
The event date(s) and start / finish times. 


[bookmark: _ympqlgbzwg4m]Photographer Timings:
Provide the start and finish time for coverage. Sometimes you want the photographer to cover the set-up before the Job Fair starts, sometimes you only want the photographer present for a specific portion of the Job Fair. 





Guests: 
The number of attendees, and who they are if applicable. e.g. partners from company X, or staff of TVET X. It helps the photographer to know the general relationship of the guests to your company. 





If there are specific or VIP guests that you want captured please indicate in a list here. If there are many specific guests, a separate hit-list with photo references for help with identifying them is useful.





[bookmark: _k72z9i3rbytz]Post Edit Requirements: 
What you need as the finished product and when you need it, eg. print and web resolution images, an online gallery, specific size requirements and so on.





[bookmark: _l3mdzza1s7c5]Shot List:
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Press Release 


(1-page max. 1.5 line spacing)


 


FOR IMMEDIATE RELEASE: 					


Contact: (Your Details)


(Date)








[bookmark: _jj8asytus8ts]Musasiwa TVET College to partner with Econet to host annual Job Fair 


Friday, September 29





Location (Date) – Musasiwa TVET College will partner with Econet to host the 2021 annual Job Fair on Friday, September 29 from 10 am to 2 pm at the Rusape Community Center, 3200, 22222, Wakanda, Africa. 





This no-cost event is open to the public. Job-seekers will have the opportunity to network with over 60 employers seeking individuals to fill their open positions. Employers will be recruiting for positions in healthcare, information technology, aerospace, information technology, cybersecurity, hospitality, customer service and retail, communications, governmental, manufacturing, corrections, and more. 





Job seekers are urged to dress professionally and bring plenty of CVs.





For more information, visit (your website/landing page)





###





About Us (single line spacing)





Musasiwa is a TVET College committed to supporting the workforce needs of Wakanda and African Countries
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PROTOCOL FOR HIGH-PROFILE GUESTS


[bookmark: _2oa1kzhh9e7z]
High-profile guests/VIPs get special treatment often that the bar for great experiences is fairly high. There are lots of creative ways to impress and manage your event VIPs, all while staying within your budget. Here are some VIP gift, experience, and marketing ideas to inspire your next Job Fair.





Designate an area


Whether your event is indoors or outdoors, always allocate a designated area that can be cordoned off with easily controlled access. Within this designated zone ensure you have access to dedicated food and beverages and bathroom facilities.





Assign security


Once you have organised a secure designated area for high-profile/VIP guests, ensure you have a robust security presence. Your VIP guests may get upset if they see an ‘ordinary’ Job Fair attendant (e.g. students) in the VIP designated area, so ensure that security details are fully briefed and have a tightly managed rota. Your security staff should also have a clearly defined process for escalating any issue. It is not unusual for attendants to claim they are on a ‘guest list’ but have lost their pass and due to an administrative error, their name may be absent from any list security have. Create a process to manage and resolve this. Such occurrences happen more frequently than you imagine but balance this with the usual ‘chancers’ that claim they are a VIP or friend/family of ‘someone important’. At all times treat people with respect and listen carefully to all Job Fair attendees when interacting with them. 





Service Crew.


In addition to your security detail, have a dedicated service crew on hand to handle food and beverages requirements within the VIP area. Also, consider having liaison staff available to deal with any special requests or questions any guest may have. Beware when free-flow alcohol is being served as some guests can get intoxicated and become violent or disruptive so manage these situations carefully.





Guest access pass.


The issue of guest and VIP access passes is key to controlling your high-profile/VIP zones at your Job Fair. Plan your ‘ticketing’ strategy for VIP/Guest passes issued and work closely with your team member responsible for PR and key partners to obtain an accurate guest list. This can be challenging as it is not unusual for partners to request x number of guest passes without providing a named individual. Be prepared for this and plan accordingly. 





Offer complimentary on-site storage for personal items 


Use volunteers or internal staff to assist with the checking-in of personal belongings (e.g. bags, coats and umbrellas) and keep an eye on things. But as long as you have the space to organize everything and the tools (a lock for the door, tickets with tearaway stubs, and hangers) to do so, this should make the entire event experience more comfortable and convenient for high-profile guests.





Create a completely separate event just for VIPs


Pre-Job Fair networking dinners, private one-on-ones with event guest speakers, and post-event cocktail hours are all great ways to add one more special experience for your esteemed guests.








Make a networking group for them on social media


Use LinkedIn or whatever social media platform your audience already frequents to start a private, invite-only group. Encourage meaningful interactions and provide exclusive, industry-related content like free eBooks on hot topics or special live streams with industry influencers.





Distribute passes to your Job Fair’s most anticipated attractions


(e.g. keynote speaker or entertainment) 


Once your event schedule has been finalised, it should be clear which headlining programme items will receive the most buzz. Present high-profile guests with complimentary passes and the best seats in the house. Have them stay after to do a private Q&A with the presenter.





Provide exclusive access to post-event video content 


Videos like key-note presentations, Job Fair booth highlights, and behind the scenes footage of organising the event or tours of your organisation can be sent in a post-event thank you email to high-profile guests and key strategic partners.





Ask sponsors to assist you in enhancing VIP experiences 


Whether it’s funding a handful of the VIP passes to give to extra special guests, offering some of their products in the VIP gift bags, or funding lounge area spaces, your sponsors can get additional exposure with this high ROI crowd.





Streamline your event check-in process for more fluid entrances


When guests arrive, make sure to use your most efficient event services solution for a faster, more accurate entrance process. Make sure that assigned PR event personal organises VIP photos so they can be easily identified by event staff during the day.  





Arrange for a local tour 


A light scenic hike, a local restaurant tour or a live performance is an amazing idea to create lasting relationships with high-profile strategic partners and guests. 





Provide clear venue signage and itineraries so VIPs always know what’s going on and 
where to go. 


This often-overlooked detail usually serves as the first impression for Job Fair VIPs, so make sure your directions are large, clear, and easy to spot if guests don’t know what they’re looking for. If your venue is particularly large, you can even offer walking escorts to take them from the main entrance to the VIP area. 





Personalize gift bags with a handwritten thank you card and a message specifically for them


You want to make sure that your VIPs feel appreciated. In the note itself, reference their history with your brand, anything they’ve personally mentioned about the event to you or on social media, and make a note of any personal event goals they’ve shared plus how your VIP activities will help them achieve it.





Give VIPs special parking spaces and rideshare drop off areas. 


One thing about VIPs you have to know is that convenience is a premium they can all appreciate. A good tip is to coordinate with a local reliable taxi service that has done this before.
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Self Evaluation Form





						JOB FAIR SELF EVALUATION FORM


						EVENT INFORMATION


						EVENT TITLE			


tc={97062639-6144-414A-939C-3B2A99BBF4DC}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No Changes			DATE


						ORGANIZER						TIME


						LOCATION						ATTENDANCE


						RATING SCALE:  1 = SUBPAR     2 = SATISFACTORY     3 = AVERAGE     4 = GOOD     5 = EXCELLENT


						CRITERIA			COMMENTS						RATING


						WAS THE 
EVENT SUCCESSFUL?


						RATE 
ATTENDEE SATISFACTION


						WAS THE PLANNING PROCESS SUCCESSFUL?


						RATE EFFECTIVENESS OF EVENT MATERIALS


						RATE 
FACILITIES 
& LOCATION


									SCORE OUT OF POSSIBLE 25			0%			0


						WOULD YOU RECOMMEND HOLDING THIS EVENT AGAIN?  WHY / WHY NOT?


						WHAT IMPROVEMENTS SHOULD BE 
MADE FOR FUTURE EVENTS?





						ADDITIONAL COMMENTS






















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No Changes
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Schedule





			ACCOUNT			DATE			MESSAGE			LINK			CAMPAIGN			CHARACTER COUNT


						1/18/20 20:45									


tc={D48ABA48-73D8-4583-8202-5DC9594B56A4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No changes			0


						1/19/20 15:00												0


						1/20/20 09:15												0


						1/21/20 03:30												0


						1/21/20 21:45												0


						1/22/20 16:00												0


						1/23/20 10:15												0


						1/24/20 04:30												0


						1/24/20 22:45												0


						1/25/20 17:00												0


						1/26/20 11:15												0


						1/27/20 05:30												0


						1/27/20 23:45												0


						1/28/20 18:00												0


						1/29/20 12:15												0










































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No changes











Monthly Planning Calendar


			[INSERT MONTH + YEAR]																		KEY:


																					Holiday


																					Campaign


																					Knowledge Product


																					Webinar


																					Blog Post


																					Case Studies


																					Programme Launch


																					Experiment


																					Other





			SUNDAY			MONDAY			TUESDAY			WEDNESDAY			THURSDAY			FRIDAY			SATURDAY


									Programme Launching


															Blog post








						 Campaign			 Campaign			Campaign			 Campaign			Campaign





			SUNDAY			MONDAY			TUESDAY			WEDNESDAY			THURSDAY			FRIDAY			SATURDAY


									Knowledge Product


									Blog Post








						 Campaign			 Campaign			 Campaign			 Campaign			 Campaign





			SUNDAY			MONDAY			TUESDAY			WEDNESDAY			THURSDAY			FRIDAY			SATURDAY


															Holiday











						 Campaign			 Campaign			 Campaign			 Campaign





			SUNDAY			MONDAY			TUESDAY			WEDNESDAY			THURSDAY			FRIDAY			SATURDAY














									Facebook Experiment			Facebook Experiment			Facebook Experiment





			SUNDAY			MONDAY			TUESDAY			WEDNESDAY			THURSDAY			FRIDAY			SATURDAY


									Webinar
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Content Repository


			CONTENT TYPE			TITLE			LINK			IMAGE			EXPIRATION


						GIZ AU Contintental Programmes			http://www.giz.de/AU			TBD			N/A


												TBD			N/A


												TBD			N/A


												TBD			N/A














































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































http://www.giz.de/AU


Twitter Updates


			DAY			DATE			TIME			MESSAGE			LINK			CAMPAIGN			IMAGE			CHARACTER COUNT


			MONDAY


						1/2/20			9:00:00															0


						1/2/20			12:00:00															0


						1/2/20			15:00:00															0


						1/2/20			17:00:00															0


			TUESDAY


						1/3/20			9:00:00															0


						1/3/20			12:00:00															0


						1/3/20			15:00:00															0


						1/3/20			17:00:00															0


			WEDNESDAY


						1/4/20			9:00:00															0


						1/4/20			12:00:00															0


						1/4/20			15:00:00															0


						1/4/20			17:00:00															0


			THURSDAY


						1/5/20			9:00:00															0


						1/5/20			12:00:00															0


						1/5/20			15:00:00															0


						1/5/20			17:00:00															0


			FRIDAY


						1/6/20			9:00:00															0


						1/6/20			12:00:00															0


						1/6/20			15:00:00															0


						1/6/20			17:00:00															0


			SATURDAY


						1/7/20			9:00:00															0


						1/7/20			12:00:00															0


						1/7/20			15:00:00															0


						1/7/20			17:00:00															0


			SUNDAY


						1/8/20			9:00:00															0


						1/8/20			12:00:00															0


						1/8/20			15:00:00															0


						1/8/20			17:00:00															0




















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Facebook Updates


			DAY			DATE			TIME			MESSAGE			LINK			CAMPAIGN			IMAGE


			MONDAY


						1/2/20			9:00:00


						1/2/20			12:00:00


						1/2/20			15:00:00


						1/2/20			17:00:00


			TUESDAY


						1/3/20			9:00:00


						1/3/20			12:00:00


						1/3/20			15:00:00


						1/3/20			17:00:00


			WEDNESDAY


						1/4/20			9:00:00


						1/4/20			12:00:00


						1/4/20			15:00:00


						1/4/20			17:00:00


			THURSDAY


						1/5/20			9:00:00


						1/5/20			12:00:00


						1/5/20			15:00:00


						1/5/20			17:00:00


			FRIDAY


						1/6/20			9:00:00


						1/6/20			12:00:00


						1/6/20			15:00:00


						1/6/20			17:00:00


			SATURDAY


						1/7/20			9:00:00


						1/7/20			12:00:00


						1/7/20			15:00:00


						1/7/20			17:00:00


			SUNDAY


						1/8/20			9:00:00


						1/8/20			12:00:00


						1/8/20			15:00:00


						1/8/20			17:00:00




















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































LinkedIn Updates


			DAY			DATE			TIME			MESSAGE			LINK			CAMPAIGN			IMAGE


			MONDAY


						1/2/20			9:00:00


						1/2/20			12:00:00


						1/2/20			16:00:00


			TUESDAY


						1/3/20			9:00:00


						1/3/20			12:00:00


						1/3/20			16:00:00


			WEDNESDAY


						1/4/20			9:00:00


						1/4/20			12:00:00


						1/4/20			16:00:00


			THURSDAY


						1/5/20			9:00:00


						1/5/20			12:00:00


						1/5/20			16:00:00


			FRIDAY


						1/6/20			9:00:00


						1/6/20			12:00:00


						1/6/20			16:00:00


			SATURDAY


						1/7/20			9:00:00


						1/7/20			12:00:00


						1/7/20			16:00:00


			SUNDAY


						1/8/20			9:00:00


						1/8/20			12:00:00


						1/8/20			16:00:00









































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Instagram Updates


			DAY			DATE			TIME			CAPTION			LINK FOR BIO			CAMPAIGN			IMAGE


			MONDAY


						1/2/20			8:00:00												Paste a web link to your image (size: 1080 x 1080 pixels)


						1/2/20			10:00:00


			TUESDAY


						1/3/20			8:00:00


						1/3/20			10:00:00


			WEDNESDAY


						1/4/20			8:00:00


						1/4/20			10:00:00


			THURSDAY


						1/5/20			8:00:00


						1/5/20			10:00:00


			FRIDAY


						1/6/20			8:00:00


						1/6/20			10:00:00


			SATURDAY


						1/7/20			8:00:00


						1/7/20			10:00:00


			SUNDAY


						1/8/20			8:00:00


						1/8/20			10:00:00






























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































YouTube Updates


			DAY			DATE			TIME			MESSAGE			LINK			CAMPAIGN			VIDEO


			MONDAY


						1/2/20			8:00:00


						1/2/20			12:00:00


						1/2/20			18:00:00


			TUESDAY


						1/3/20			8:00:00


						1/3/20			12:00:00


						1/3/20			18:00:00


			WEDNESDAY


						1/4/20			8:00:00


						1/4/20			12:00:00


						1/4/20			18:00:00


			THURSDAY


						1/5/20			8:00:00


						1/5/20			12:00:00


						1/5/20			18:00:00


			FRIDAY


						1/6/20			8:00:00


						1/6/20			12:00:00


						1/6/20			18:00:00


			SATURDAY


						1/7/20			10:00:00


						1/7/20			14:00:00


						1/7/20			20:00:00


			SUNDAY


						1/8/20			10:00:00


						1/8/20			14:00:00


						1/8/20			20:00:00
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SOCIAL MEDIA CALENDAR: USER GUIDE


[bookmark: _2oa1kzhh9e7z]
This Social Media Content Calendar will help you organise your social media activities in advance, making it easier to coordinate campaigns, grow your reach, and scale your social media efforts. The template includes a monthly calendar, content repository, and a space for scheduled updates on Twitter, Facebook, LinkedIn, Instagram, and YouTube. This instructional guide will break down what to do with each tab to make the template easy to use, highlighting nuances and giving you tips for maximum productivity. 





[bookmark: _m7qmvl51lj3r]Monthly Planning Calendar





[insert image of Monthly Planning Calendar]



This calendar is meant for you to plan your monthly social media content. Here, you’ll be able to plan posts for campaigns, holidays, or specific pieces of content you’d like to promote across all social networks on a particular


day or week.


  


Above is an example of what your Monthly Planning Calendar tab looks like. You’ll see the key of the types of content


or campaigns you might coordinate in the top right corner.  You can change this key depending on the types of content you’ll be using. 





You’ll see that you can write in the date next to or above each day of the week, and in the rows below, you can include specific details about your scheduled content or campaigns.  





Remember to change “Insert Month + Year” for the particular month and year you’re planning for. This “Monthly Planning Calendar” tab can be copied over 12 times and made into a calendar for each month of the year. 


[bookmark: _jj8asytus8ts]Content Repository 


[bookmark: _x98yvp7e7byo]The Content Repository tab of this spreadsheet is designed to house your most commonly used content in one place. To ensure you don’t lose track of your content, record it on this tab. If the content you’re promoting is not evergreen, be sure to include an expiration date in the column marked “Expiration.” 





[insert image of Content Repository]





[bookmark: _ympqlgbzwg4m]Twitter Updates 
Use this tab to plan out all of your Twitter content week-by-week. The first three columns are “Day,” “Date,” 


and “Time.” 





In the “Message” column, input the copy you’d like to appear in your tweet, bearing in mind you should keep it to 


257 characters or less if you want to include a link.  After you’ve composed your tweet, paste the URL you’d like to include in your tweet in the “Link” column. In the column labelled “Campaign,” include the name, if applicable. 


Your “Campaign” should align with the same campaign name you used in other materials.  


  


[insert image of Twitter Updates]





The “Character Count” section will auto-calculate the number of characters you’ve entered with a colour-coded system to keep you within range. Green means you’re within the character count, and you’ll be able to attach an image in addition to a link. Once you’ve reached 200 characters, the box turns yellow. This means you’ll only be able to fit a link with no image. If the box turns bright red, that means you’ve hit 250 characters, and you’re running out of room to include a link. 








If you’d like to include an image, check out the section titled” How to Attach an Image to Your Spreadsheet” 


on page XXX. Use 1024 x 512 pixels for Twitter images.





Facebook Updates
Facebook’s update tab works just as Twitter’s does, though there’s no character count column. Facebook affords users a much longer text limit, so you do not need to count characters.





Plan for when your post will go out under the “Day,” “Date,” and “Time” columns.


Then go to the column labelled “Message” and input the copy you’d like to


appear in your status update. Move to the “Link” column and input the link you’ll be including with the post after that.





If you’d like this update to be tagged to a certain campaign, include this in the “Campaigns” column to ensure you 


can track all of the traffic that comes from Facebook. Lastly, if you’d like to include an image, it’s preferable to stick to 1200 x 628 pixels.





[insert image of Facebook Updates]





LinkedIn Updates 
LinkedIn updates work similarly to Facebook updates, though you should aim to keep the messages posted more professional and less brand-focused, while Facebook should have the inverse approach. For filling out this form, follow the exact same instructions as outlined above.





If you’d like to attach an image to your post, use 1584 x 396 pixels.





[insert image of LinkedIn Updates]





[bookmark: _k72z9i3rbytz][bookmark: _l3mdzza1s7c5]Instagram Updates 
With Instagram updates, you’ll notice that you can’t link to a specific webpage or article from an individual post. 


To get around this, a “Link in Bio” section has been included to help you organise which posts need promo links and which don’t.





If your Instagram post doesn’t require a link, simply write “N/A” in the “Link in Bio” section. For Instagram pictures, use high-quality photos that are perfect squares of 1080 x 1080 pixels.





[insert image of Instagram Updates]





How to Hyperlink an Image in Excel


To attach an image in Excel, follow steps 1-5 in the images below. First, right-click into the cell you’d like to paste your image into. Next, click “Hyperlink”, and you’ll see an “Insert Hyperlink” window pop up. Click “Select” to choose your image. Once you do this, you’ll see a “Choose a File to Link to” window where you can select an image from your computer. Once you’ve selected your image, click “Open”, and you will see your image attached to the “Insert Hyperlink” screen. Feel free to edit the text if you prefer to name your file something else. Click “OK”, and your image will be hyperlinked.





Remember, linking images is for organisational purposes only – if you try to upload the link into your publishing software or share this document with another person, the image will not appear, as this file itself is from the computer and cannot be transferred via a spreadsheet.[image: Graphical user interface, application

Description automatically generated][image: Graphical user interface, application

Description automatically generated]








[image: Graphical user interface, application

Description automatically generated]


[insert image of Instagram Updates]





Some recommendations for publishing frequency have been included in this template, but you may find you need to publish more or less or at different times of day or night. Edit the dates and times to fit your needs.





Once you’ve published this content to your social media networks, you will still need to regularly monitor each network for engagement and reply to followers regularly.


Some recommendations for publishing frequency have been included in this template, but you may find you need to publish more or less or at different times of day or night. Edit the dates and times to fit your needs.





Once you’ve published this content to your social media networks, you will still need to regularly monitor each network for engagement and reply to followers regularly.
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[YOUR ORGANISATION’S LOGO]


Your Address


Your Email


Your Contact number


Your Website








[bookmark: _jj8asytus8ts]Attention: Chief Marketing Officer/Head of PR


Name of Organisation:


Address:





[DATE]





Dear Sir/Madam: 





We are writing to invite you and your organisation (Insert company/organisation name) as a public service to support or partner with our (insert name of Job Fair) that will be held from (insert time) on (Insert date).


We are currently seeking organisations, institutions, public and private entities to collaborate with us in helping to supply and create new various relevant Work-Based Learning Experiences, internships, apprenticeships and employment opportunities with suitably trained students and job seekers. 


In our effort to contribute towards our community’s economic and socio development, the (name of Job Fair) will attract trained students and job seekers from TVET Colleges and Training Centres, which will be held at the (Address of the Job Fair).


The purpose of the event is to provide work and career opportunities for students and job seekers while developing our community economically.


On behalf of (name of your Organisation/Company), we hope that you would consider this request, while we will follow up to determine whether you wish to support or partner with this event.


Should you confirm your interest, a detailed information and sponsorship pack, as well as a participatory guide containing further information about the event will be sent to you.


[bookmark: _l3mdzza1s7c5]


Sincerely, 


(Your Name) 


Job Fair Project Manager, (name of Organisation/Company)
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STAKEHOLDER MAPPING








Stakeholder Analysis


			Power





High





Keep Satisfied








			Manage Closely











			Low





Monitor


(Minimum Effort)








			Keep Informed














High





Interest





Low











You need to write an exhaustive list of all the people, departments and organisations that are going to be affected by your Job Fair. Some of these may have the power either to hinder or progress your efforts and advancements. Some may be interested in what you are doing, others may not care.


Map out your stakeholders on a Power/Interest Grid and classify them by their power over your project and by their interest in your project.


Here’s a simple example: Your boss is likely to have high power and influence over your projects and high interest. Your family may have high interest but are unlikely to have power over it.


Someone's or some organisation’s position on the grid shows you the actions you have to take with them:


· High power, interested people/organisations: these are the people you must fully engage with and make the greatest efforts to satisfy, for example, your project management team, your immediate superiors, your organisation’s key stakeholders, your strategic partners and your beneficiaries, the job seekers.


· High power, less interested people: put enough work in with these people to keep them informed, but not so much that they become bored or perhaps irritated with your communications on your Job Fair, for example, some organisational stakeholders, departments/disciplines/faculties that may not be directly involved.


· Low power, interested people: keep these people adequately informed and talk to them to ensure that no major issues are arising. These people can often be very helpful with the detail of your project, for example, your security detail, cleaning head, personal assistants/secretaries. 


· Low power, less interested people: again, monitor these people, but do not bore them with excessive communication, for example, other department/faculty personnel not involved in your Job Fair.
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SURVEY GUIDE EMPLOYERS


[bookmark: _2oa1kzhh9e7z]The following are guiding questions to help you prepare a survey to mine information from employers regarding their vacancies, Work-Based learning Experience capacities/opportunities and interest in partnering with you. 





1. Biographical Details: Company Name, Address, Tel, Email, Website


2. Contact Person & Position


3. Contact number/ Email:


4. What positions do you have open: internships, Work-Based Learning Experience, Permanent, Part-Time.


5. How many employees do you have


6. What sector/industry does your company operate in


7. What is/are your service offering


8. Kindly name your main departments  


9. Have you or are you experiencing recruitment challenges? If so please detail them 


10. What qualities or qualifications are you looking for in job seekers


11. Are graduate recruits satisfying your industry requirements


12. Would you be interested in strategically partnering with a TVET College in curriculum development and workplace readiness?


13.  Would you be interested in participating in a Job Fair/Career Expo?
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SURVEY GUIDE FOR STUDENTS


[bookmark: _2oa1kzhh9e7z]The following are guiding questions to help you prepare a survey to mine information from students regarding their needs, shortcomings or wishes. 





1. Biographical and Contact Information 


2. What faculty are you in? 


3. Does your faculty require a Work-Based Learning Experience? 


4. Are you looking for a Work-Based Learning Experience or a permanent Job 


5. What level grade/projected? 


6. Which companies would you like to work for? 


7. Have you ever attended a Job Fair? 


8. Do you have work/volunteer experience? 


9. Do you need support preparing for the Job Fair? 


10. Do you have access to hardware/software for the Virtual Job Fair?


11. Have you used video conferencing software such as Zoom/Microsoft Teams before? 





image1.jpg










image2.jpg


African AUDA-NE“AD SIFA

) Skills Initiative
U n I On AFRICAN UNION DEVELOPMENT AGENCY for Africa
[C13319] 8

Technical Cooperation












Survey Guide TVET Training Providers_HR Managers D.docx

[image: Chart

Description automatically generated with medium confidence]


[image: ]


SURVEY GUIDE FOR TVET TRAINING PROVIDERS


[bookmark: _2oa1kzhh9e7z]The following are guiding questions to help you prepare a survey to mine information from TVET Colleges and Training Providers via their Career Centres regarding their training and vocational programmes and student job and career suitability. In addition, you want to ascertain how your company/organisation can strategically partner with TVET Colleges and Training Providers in developing curricula and workplace readiness to foster economic development.  





1. Biographical Details: Institution Name, Address, Tel, Email, Website


2. Contact Person & Position


3. Contact number/ Email:


4. What positions are your students looking for: internships, Work-Based Learning Experience, Permanent, Part-Time.


5. How many students do you have?


6. What sector/industry do your students want to enter 


7. Kindly name your main departments/faculties  


8. Have you or are you experiencing placement challenges? If so please detail them 


9. What qualities are you looking for in employers 


10. Would you be interested in strategically partnering in curriculum development and workplace readiness?


11.  Would you be interested in participating in a Job Fair/Career Expo?
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To-Do List





						TO-DO LIST 


									EVENT TITLE						


tc={174C3762-74B0-4F4B-B6C3-15C9CE246CB5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No changes			DATE(S)						LOCATION








									TASK TITLE			PERSON RESPONSIBLE			PRIORITY			DATE 
DUE			DATE COMPLETED			COMMENTS						PRIORITY MENU


															HIGH															HIGH


															MEDIUM															MEDIUM


															LOW															LOW


































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































No changes











- Disclaimer -





						Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk. 
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Name of your Company/Organisation


(Address)


(Email, Contact number, website)


[bookmark: _jj8asytus8ts]


[DATE]


Career Centre


Name of Organisation/Employer


(Address)








Dear Sir/Ma’am: 





[bookmark: _l3mdzza1s7c5]We are writing to invite you and your institution (Insert TVET College/Training Provider name), as a public service to our (insert name of on-site Job Fair) from (insert time) on (Insert date).


We are currently seeking TVET Colleges and Training Centres looking to collaborate with us in filling our and creating new various relevant Work-Based Learning Experience, internship, apprenticeship and employment positions with suitably trained job seekers.


We are hoping that they would participate in the on-site Job Fair (name of Job Fair), to be held at the (Address of the Job Fair).


The purpose of the event is to provide work and career opportunities for students and job seekers while developing our community economically.


On behalf of (name of your Organisation/Company), we hope that you would consider this request, while we will follow up to determine whether you wish to participate in this event.


When your participation is confirmed, an information pack and participatory guide containing further information about the event will be sent to you.


Sincerely,
[Your Name] 





Job Fair Project Manager, (Name of Organisation/Company)
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VENDOR AGREEMENT


[bookmark: _2oa1kzhh9e7z]Created by:


[Sender.FirstName]


[Sender.LastName]


[Sender.Company]





Prepared for:


[Client.FirstName] 


[Client.LastName]


[Client.Company]





This agreement by and between [Client.FirstName] [Client.LastName] (Client) and [Sender.FirstName] [Sender.LastName] (Vendor) shall commence on [Agreement.CreatedDate] will be considered agreed and valid upon signature by both parties.





All activities and services provided by the Vendor will be supervised by the Client’s staff as listed below and will be applicable to the following terms and conditions.





TERMS OF AGREEMENT


The scope of the engagement portion of this vendor agreement template provides both parties an area to acknowledge any and all terms in regard to the services the vendor will provide.





SCOPE OF ENGAGEMENT


The Vendor will supply the following goods or services to the client, pursuant to the terms of this vendor agreement:





Payment Terms


The Client will accept invoices for fees due on a monthly basis, and will, upon validation of such fees’ validity, make payment on a net-30 basis. The Vendor will deal directly with the Client’s accounts payable department regarding all payments.





Representation and Warranties


The Vendor hereby represents that they have the expertise, knowledge and experience needed to provide the goods or services outlined in this vendor agreement. The vendor agrees to uphold all laws and legal requirements of the state of [Commission.State].





Liability and Indemnification


The Vendor shall indemnify, defend, and hold the Client and its representatives harmless for any loss or damage. Furthermore, the Client agrees to hold the Vendor harmless against any loss or damage, save in cases of gross misconduct or negligence by the Vendor or its representatives.





Other Terms


The Vendor agrees to purchase the necessary insurance during the term of this agreement and upon request shall provide proof of such insurance to the Client.





Failure to Maintain Coverage


In the instance the Vendor should fail to maintain or provide proof of insurance, the Client shall consider such actions to be a breach of this vendor agreement and will be grounds for termination.





Independent Contractor


The Vendor shall be considered an independent contractor. This vendor agreement does not establish an employer/employee relationship between the Client and Vendor, and no such agreement shall be established at any time.








Jurisdiction


This vendor agreement shall be under the jurisdiction of the laws of [Commission.State]. Therefore, any and all legal proceedings shall be conducted in the above state.





Termination


Either party may terminate this vendor agreement by providing written notice to the opposite party within 10 days of the termination requested date. Upon this vendor agreement’s termination, all unpaid debts up to the point of termination will be due to the Vendor within 30 days.





Entire Understanding


This vendor agreement and any attachments shall be considered the entire agreement and shall constitute the termination of any prior agreements including any written or verbal agreements.





Attorney Fees


If any legal action occurs the prevailing party shall be entitled to a refund of any and all costs including attorney fees, court fees, and travel fees.





Notices


Any and all notification with regard to this vendor agreement shall be conducted in written form and delivered either in person or via certified mail.





Delays


In the event, either party becomes aware of a situation that may delay any portion of this vendor agreement they will be allowed 5 days to provide written notice inclusive of all relevant information to the other party.





Signature


By signing below, the Vendor acknowledges their understanding of the terms of doing business with the Client and agrees to abide by these terms at all times.





[Sender.Company] 


[Client.Company]








[Sender.FirstName] [Sender.LastName] 


[Client.FirstName] [Client.LastName]
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Venue Checklist





						VENUE CHECKLIST


						PROJECT MANAGER									DATE(S)


																		


tc={2F399267-042D-430F-AD1B-7428E8539164}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    No Changes			VENUE NAME									CONTACT


						VENUE ADDRESS									PHONE


															EMAIL


									ITEM TO REVIEW / CONFIRM						COMMENTS


									VENUE AVAILABILITY


									VENUE RENTAL FEE


									VENUE FEE DEPOSIT POLICY


									ADDITIONAL FEES


									EARLY ACCESS POLICY


									ACCESS DATES AND TIMES


									CAPACITY - AREA 1


									CAPACITY - AREA 2


									CAPACITY - AREA 3


									ENTRANCE AREA


									RECEPTION AREA


									ADDITIONAL CONCURRENT EVENTS AT VENUE


									SIGNAGE PROVIDED


									SIGNAGE OPPORTUNITIES


									CURB APPEAL


									DIRECTIONS FOR GUESTS


									PARKING FEES


									PARKING CAPACITY / ACCOMMODATIONS


									PARKING LOCATION


									VALET PARKING


									BUS RENTAL


									BUS PICK-UP


									BUS DROP-OFF


									POLICY CLEARANCE


									EARLY SHIPMENTS AND DELIVERIES VENUE POLICY


									AUDIO / VISUAL STAFF


									LIGHTING SET-UP  AND EQUIPMENT


									SOUND SET-UP AND EQUIPMENT





						JOB FAIR TITLE						0			DATE(S)			0


						VENUE NAME						0			CONTACT			0


						VENUE ADDRESS						0			PHONE			0


															EMAIL			0


									ITEM TO REVIEW / CONFIRM						COMMENTS


									WIFI ACCESS


									STAGE AREA LOGISTICS


									DECORATIONS - VENUE PROVIDED


									DECORATIONS - COORDINATOR TO PROVIDE


									DECORATIONS - VENUE POLICY (Hanging, tape, nails, hooks, etc.)


									DESCRIPTION OF EXISTING DÉCOR


									CATERING POLICY / EXCLUSIVE CATERING


									CATERING - MEAL MENU


									CATERING - MEAL COST PER PERSON


									BEVERAGES - SOFT DRINKS AND WATER COST PER PERSON


									BEVERAGES - COFFEE AND TEA COST PER PERSON


									BEVERAGES - BAR FEES


									BARTENDING FEES


									SET-UP FEES


									TEAR-DOWN FEES


									ADDITIONAL STAFF PROVIDED


									ADDITIONAL STAFF FEES


									CLEANING FEES


									PET POLICY


									PYROTECHNICS POLICY


									NOISE / VOLUME POLICY


									PROXIMITY TO GUEST ACCOMMODATIONS


									DISCOUNTED / PARTNER ACCOMMODATIONS


									GREEN ROOM / PREP AREAS


									KITCHEN FACILITIES





						EVENT TITLE						0			DATE(S)			0


						VENUE NAME						0			CONTACT			0


						VENUE ADDRESS						0			PHONE			0


															EMAIL			0


									ITEM TO REVIEW / CONFIRM						COMMENTS




































































































































































No Changes











- Disclaimer -
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VOLUNTEER AGREEMENT


[bookmark: _2oa1kzhh9e7z]Created by:


[Sender.FirstName]


[Sender.LastName]


[Sender.Company]





Prepared for:


[Client.FirstName] 


[Client.LastName]


[Client.Company]





This volunteer agreement made on [Agreement.CreatedDate] between the parties [Sender.FirstName] [Sender.LastName](Organization) and [Client.FirstName] [Client.LastName] (Volunteer).





The Volunteer is willing to donate their time and services to the organization listed above, in turn, the organization is willing to accept such time and service by the Volunteer.





In consideration of the above, the parties hereby agree to the following terms and conditions.





Using the text field below in this volunteer agreement template the volunteer can document any and all services they are capable of providing to the organization.





Services


The volunteer is able to provide the following services as well as take account of other needs the organization may have:





Wages


The volunteer understands the services provided will be a donation and under no circumstances will expect wages, salary, or benefits from the organization for the services provided within this volunteer agreement.





Supervision


The Volunteer should report to [Supervisor. Name] on each day services are provided for instruction and guidance.





Employment


The Volunteer understands they are under no terms considered an employee of the Organization. Furthermore, the Organization acknowledges the Volunteer is not an employee and may provide services at free will. The Volunteer will receive no employee benefits including disability, pay, workman comp, or severance pay. 





Liability


The Volunteer agrees to indemnify and hold the Organization harmless against any damages related to the Volunteer’s activity. Additionally, the Organization shall hold the Volunteer harmless against any damages related to the Volunteer’s service.





Jurisdiction


Any and all legal proceedings that may arise from this volunteer agreement shall remain in the jurisdiction of [Sender.State].








The Volunteer agrees that in the instance of legal proceedings they will cooperate with the Organization as well as the Organization's agents.





The Volunteer agrees to provide written notification to the Organization in the event that an incident takes place while the Volunteer is providing services.





Term


This volunteer agreement shall begin on [Project.StartDate] and will end on [Project.EndDate].


The Volunteer has agreed to provide [Total. Hours] hours per week during the term of this agreement.





Termination


Because the Volunteer is not an active employee, they may terminate this volunteer agreement at any time for any reason they deem necessary.





The Organization may decline to accept the Volunteers time and may terminate this agreement without prior notification.





Emergency


In the event that an emergency should occur while the Volunteer is providing services, the following contact should be notified immediately.





Emergency Contact Name: [EmergencyContact.Name]


Emergency Contact Phone: [EmergencyContact.Phone]





Agreement





By signing below, both parties agree to the terms of this volunteer agreement.





[Sender.Company] 


[Client.Company]








[Sender.FirstName] [Sender.LastName] 


[Client.FirstName] [Client.LastName]
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VOLUNTEER APPLICATION FORM


Thank you for your interest in volunteering at (name of Job Fair) 


So we can determine if you are suitable for volunteering at the (name of Job Fair) in the fastest time possible, please complete all of the fields below. 


Your confidential data will be used only for the purpose of this application, and will not be shared with any other organisations. 





If you would like to learn more about and our mission, please email any questions to (name of volunteer coordinator) 








			BIOLOGICAL DETAILS


			





			[bookmark: _2oa1kzhh9e7z][bookmark: _m7qmvl51lj3r]Full Name


			





			Current Address


			





			Email Address


			





			Date of Birth


			





			Gender


			





			Current Occupation:
Student (Full Time, Part-Time)/Other


			





			Details of Occupation


			





			EMERGENCY CONTACT


			





			Name


			





			Phone Number


			





			Relationship


			





			MORE ABOUT YOU


			





			Why do you want to become a volunteer?


			





			What are your hobbies and interests?


			





			Have you ever volunteered before?


			





			Where did you hear about us?


			





			Which day can you work?


			










Acknowledgement of Agreement:


By signing this form, I acknowledge that the information given is accurate to the best of my knowledge.











__________________________________________________





Candidate Signature











Privacy Statement: Your personal data will be stored securely and used only for the purpose of this application. We will not share it with any other organizations.
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Volunteer Sign-In Sheet





						SIGN-IN SHEET 


						JOB FAIR INFORMATION


						JOBS FAIR TITLE						LOCATION


															


tc={45ADEAB8-7A21-4147-AD6B-5AAAEB0BB0D3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    no changes 			PROJECT MANAGER						DATE





						VOLUNTEER NAME						VOLUNTEER  SIGNATURE













































































						* Your signature on this conference sign-in sheet confirms your attendance during the program session specified above.





						THIS SECTION TO BE FILLED OUT BY ORGANISER


						List any observations and/or comments below.





























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































no changes 











- Disclaimer -
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