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	You must be able to: 

	1. Understand event organisation.

	1.1 Explain the roles, responsibilities and accountabilities of individuals involved in the event.
	
	
	

	1.2 Explain the purpose and features of different types of events.
	
	
	

	1.3 Describe the type of resources needed for different types of events.
	
	
	

	1.4 Describe the different needs attendees may have and how to meet these.
	
	
	

	1.5 Explain the requirements of health, safety and security when organising events.
	
	
	

	1.6 Describe the types of problems that may occur during events and how to deal with them.
	
	
	

	2. Be able to carry out pre-event actions.

	2.1 Identify venue requirements for an event.
	
	
	

	2.2 Obtain resources within the agreed timescales.
	
	
	

	2.3 Distribute pre-event documentation to delegates in accordance with the event plan.
	
	
	

	2.4 Co-ordinate attendee responses within the agreed timescale.
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	2.5 Identify any special requirements of event attendees.
	
	
	

	3. Be able to set up an event.

	3.1 Set up layout and resources in accordance with the event plan.
	
	
	

	3.2 Confirm that all identified resources are in place and meet requirements.
	
	
	

	3.3 Behave in a way that maintains organisational values and standards.
	
	
	

	4. Be able to carry out post-event actions.

	4.1 Ensure the venue is restored to the required conditions in accordance with the terms of the contract.
	
	
	

	4.2 Carry out follow-up actions in accordance with the event plan and agreements made at the event.
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