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Principles of administration (Activity 6)


[image: S:\Internal Operations\marketing\LOGO & BRAND\Gateway Qualifications Logo\Logos for internal use\page header with line.png]		
Unit Y/506/1941: Principles of Administration
Activity 6 – Organise an Event (AC 6.1, 6.2, 6.3, 6.4, 6.5)
Your role may require you to organise a large event, including identifying the appropriate location and collating resources. Complete the activities below related to organising an event.


1. In the table below, identify different events you may need to organise and the key characteristics of each.
	Type of event
	Key characteristics

	



	

	



	

	



	



2. What types of information do you need to be able to organise an event?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..........

3. What sources of information are available to support the way that you organise an event?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


4. How do you plan an event?
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

5. How do you identify the appropriate resources required for an event?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

6. In the table below, identify the information required by event delegates at different stages of the event process.

	Stage of the process
	Information required

	Before
	




	During
	




	After
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