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Director AlIMS, New Delhi <director.aiims@gmail.com>

-Checklist for Hon'ble HFM

1 message

Manish Pandey <manishsppanday@gmail.com> Mon, Dec 23, 2019 at 4:32 PM

To: director.aiims@gmail.com

Sir,
As discussed, please find attached checklist for your ready reference.

Kind Regards,

Manish Pandey

O/o Union Heath and Family Welfare Minister _
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Government of India,Room No. 353 A, s ECnr i dmn ¥ ifre. A0LLMLS,
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Checklist for the information to be furnished

Sl. No. Detailed item Information required Details
(To be furnished separately as
Annexure wherever required)
i Function 1.1 About function
1.2 Theme
1.3 Expectations from Hon'ble
Minister for participation in the
programme and outcomes
expected
1.4 s it an inauguration/ dedication /
any other — Details thereof.
1.5 Date and Time of the Function
2. Participants 2.1 Expected Number
2.2 Profile of participants likely to
come in the function
2.3 The expectations  of  the
participants from the function
3. Organisers 3.1 Background and brief profile of
the organization conducting the
function and past experience in
such organization
3.2 Name, contact numbers and
Emails of members of
organization committee
3.3 Name, contact numbers and
Emails of one or maximum two
Officers/ persons who will liaise
with HFM office for the function
4, Venue 4.1 Hotel / Hall / Outdoor / other
arrangement?
4.2 Dais seating plan (as per

protocol)




4.3 Detail bio-data of people sitting on
dais (It must be ensured that
there is proper justification for
people sitting on dais).

4.4 Hall arrangements

45 Tea and refreshments, if any

5. Reception 51 Where?

5.2  Who will receive?

His name and contact number

5.3 Route plan from reception to the
function venue

6. Stay 6.1 Arrangement for short stay at
(at Venue) venue
7. Photography 7.1 Name and Contact no. of the
and Coordinator
Videography ¢ Appropriate arrangements for
photography and videography
may be made and a Coordinator
be deputed for acting as a single
point contact for transmitting
photos and videos of Hon.
HFM’s programmes.
e All the photos and videos after
each programme may be sent
(at-least 3 times a day) to the
following email IDs:
= hfwminister@gov.in
o abhinav.gupta@gov.in
= sadanand.ranian@gmail.com
o agam.millsl@gov.in
2 pibhealth@gmail.com
o manishsppanday@amail.com
8. Inputs required | 8.1 Detailed Minute to Minute
Programme

8.2 Speech/ Talking Points for Hon
HFM

8.3 Brief/ background/ status note
(alongwith financial status, if any)

8.4 Backdrop / Plague

8.5 Presentation, if required

8.6 Any other information, if any

9. | Communication | 9.1 Draft Press Release

2




Plan (Bilingual)

9.2 Twitter/Facebook content for the
Social Media Handles of the Minister.

9.3 Twitter/Facebook content for the
Social Media Handles of the Ministry.

10.

Media
Arrangements

10.1  Which all media people are
invited?

10.2 DD, ANI, PTI

10.3 Arrangements where the media
interaction is planned

10.4 Any unplanned media interaction

11.

Accommodation

11.1 Details of Hotel Suite for Hon.
Minister and PS to HFM in case
of planned stay.

12.

Invitation

12.1 Invitation to Hon. HFM

12.2 State the name of dignitaries
invited in the Programme:

a. Chief Minister

b. Health Minister

c. State Minister

d. Local MP (LS or RS)

e. Local MLA

f. Any other dignitary

13.

Advertisement/
Backdrop/
Plaque

State the name of dignitaries whose
name are included in Advertisement/
Backdrop/ Plaque:

a. Chief Minister

b. Health Minister

c. State Minister

d. Local MP (LS or RS)

e. Local MLA

f. Any other dignitary
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