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Unit 319 (B&A 58): Principles of administration

Outcome 6 Worksheet 2: Planning events
This worksheet covers the following PLTS: IE1

You are in charge of organising a two-day conference to take place in London at the end of next month. Delegates are to be invited from sister companies in Manchester and Brussels and there are likely to be between 30 and 50 attendees.
1
Draw up a list of at least six items for consideration in relation to planning the conference and key factors within each item.
Item

Key factors for consideration

2
Identify 10 resources you are likely to need for this event.

3
Identify and explain the information you will have to have for delegates before, during and after the conference.

Before: 


During:


After: 










