Seminar Agenda
	Subject
	Templates at www.cherryso.com
	Run Dates
	

	Facilitator
	Cherry So, PMP
	Time: Start
	

	Location
	<venue>
	Time: End
	

	Attendees: Required
	Managers of all Departments

	Attendees: Optional
	Supervisors


	Outline 

	Session
	Topic
	Duration

	<date>
	Introduction to Project Management Templates

More templates at cherryso.com
Break Time
	8 AM to 9 AM
9 AM to 10 AM

10 AM to 10:30 AM

	<date>
	
	

	
	
	


	Preparation

	No.
	Item(s)
	Owner
	Target Date

	1.  
	Sound system
	HR / Admin
	

	2.
	Pencils, bond papers, black marker, ID sticker 
	Admin
	

	3.
	Food (morning snacks and lunch)
	Admin
	

	4.
	Video / sound recorder
	Admin
	

	5. 
	Projector
	HR / Admin
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