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

Outcome 6 Worksheet 3: Event planning
Your organisation is about to launch an important new product and you have to organise the event. The event is to take place in approximately 2 months in a hotel to be arranged and is to last for approximately 3 hours. It is hoped that some 50 prospective buyers will attend by invitation. Three of the marketing and sales managers will make presentations.

1
Make a list of all of the documentation that may have to be produced for this event.
2
Identify the resources and equipment that will be required on the day.
3
Create a schedule of tasks with deadlines to plan this event. 
4
Create an evaluation form that could be used after the event.









