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Events 101

Hosting and Running an Event

Hosting and running events can be fraught with problems if you don’t get the basics right.

This course covers the essentials of running both small and large events as well as
government and corporate functions. Using practical exercises, we work through the key
stages of hosting a professional event, focussing on the importance of the planning and
preparation stages and how professional post-event analysis can ensure continued
success of an event.

Topics include:

Planning and preparation

Events risk managements

Budget preparation and promotion
Organising equipment, staff and catering
Post-event analysis

To book =

Please fax completed form to 02 6295 7066.
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Course Name: Events 101 — Running and Hosting an Event
(full-day course)

Date of Course: \Wednesday, 29 February, 2011 (9.00am — 5.00pm)
Venue: Canberra

Organisation..............ccciiiiiiiiiiiiei i e
Name of Attendee e-mail Phone Cost Credit Net Cost
card
fee 5%
$770.00 | $38.50
Total Cost:
Please Note:

+ In booking this course you are agreeing to the Terms and Conditions as stated on our website.
www.publicaffairs.com.au/course/cs terms&conditions.html
. Payment will be processed once minimum numbers have been reached.

Payment Options (please tick one of the following payment options)

0 Payment by Direct Debit: Please pay into St George Account:
Payment Date: / /

Account Name: TPARC Business Trust
BSB 112-908
Account No. 153 265 392

O Payment by Credit Card: (Please note a credit card processing fee of 5% applies)
L] Visa ] MasterCard

*The following information is required for credit card payments and authorisation
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Name of Card Holder: Expiry Date: /|
Signature of Card Holder: Phone No:

Invoice Amount $ plus processing fee of 5% $ Total Amount $

a Payment on Invoice: (Please note immediate payment is required upon receipt of invoice.)

Send Receipt/Invoice to:
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Please fax completed form to 02 6295 7066.
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