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Unit 319 (B&A 58): Principles of administration
Outcome 6 Activity 1: Sources of information
Select the most likely source of information about each of the following.
1 How to arrive
a) Venue

b) Delegates

c) Presenters

2 Accommodation requirements
a) Venue

b) Delegates

c) Presenters

3 Facilities available

a) Venue

b) Delegates

c) Presenters

4 Date, time and duration of event

a) Venue

b) Delegates

c) Presenters

5 Cost of catering

a) Venue

b) Delegates

c) Presenters

6 Access for disabled delegates

a) Venue

b) Delegates

c) Presenters

7 Documentation required

a) Venue

b) Delegates

c) Presenters

8 Special dietary requirements

a) Venue

b) Delegates

c) Presenters

9 Agenda items
a) Venue

b) Delegates

c) Presenters

10 Refreshments available

a) Venue

b) Delegates

c) Presenters

11 Attendance

a) Venue

b) Delegates

c) Presenters

12 Type of activities to take place

a) Venue

b) Delegates

c) Presenters









