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Guests’ Name Schedule

Arrival Time: 
Guest Host Name: 
Host Phone Number:

	Date And Time
	What's Happening?
	Notes
	Location

	Day, Date
Time
	(Details Of Travel)
	(Name Of Travel Coordinator / POC From APC)
	Details Of Stay

	Day, Date
Time
	(In Case of Podcast Filming – Check with Ministry Leader)
	(Names Of Speakers)
(Time Of Guest Pick Up)
	Location Of Filming

	Day, Date
Time
	(First Day of Event)
	(Time Of Guest Pick Up)
	

	Day, Date
Time
	(Day 1: Event Session of Guest)
	(Guests’ Session Topic)
	

	Day, Date
Time
	(Meal Timings)
	
	Location Of Meal

	Day, Date
Time
	(Day 2: Event Session of Guest)
	(Guests’ Session Topic)
	

	Day, Date
   Time
	(Meal Timings)
	
	Location Of Meal

	Day, Date
Time
	(Day 3: Event Session of Guest)
	(Guests’ Session Topic)
	

	Day, Date
Time
	(Meal Timings)
	
	

	Day, Date
Time
	Details Of Travel
	(Name Of Travel Coordinator / POC From APC)
	Details Of Pick Up and Travel



NOTE: ministry leader, kindly edit this document as per the decided flow of the event.
A printed copy of this event must be handed over to the events coordinator, guest speaker, and ministry leader.
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