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Many conferences and training events are organised by individuals who have
little experience of doing so. Some have had the task thrust upon them without
being offered adequate training, and have little idea of the time, experience and
care needed to plan and manage events effectively. Each conference is different,
and each can present a new problem to the unprepared, even to the most
experienced conference organiser.
This book provides immediate, accessible advice on how to run an effective
event, featuring a wealth of practical tips, guidelines, case studies, action
checklists, and useful sample material and templates. All areas of organisation
are covered, including: managing, planning, contingency planning, targeting,
costing and budgeting, housekeeping, administering, assuring the quality of
content, evaluating, disseminating and ensuring continuity.
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Editorial Review

Review
"An invaluable reference!" -- Meetings Industry Association

About the Author
Fiona Campbell, Alison Robinson, Sally Brown and Phil Race have extensive experience of organizing all
kinds of events and conferences around the world, and all are actively involved in staff development. Sally
Brown and Phil Race are established authors on staff development, and have written many books, including
several in the Kogan Page '500 Tips' series.

Users Review

From reader reviews:

Herman Lewis:

Have you spare time for a day? What do you do when you have considerably more or little spare time? That's
why, you can choose the suitable activity intended for spend your time. Any person spent all their spare time
to take a go walking, shopping, or went to the Mall. How about open as well as read a book eligible Essential
Tips for Organizing Conferences & Events? Maybe it is being best activity for you. You understand beside
you can spend your time with your favorite's book, you can more intelligent than before. Do you agree with
the opinion or you have additional opinion?

Jason Dolly:

In this 21st century, people become competitive in each and every way. By being competitive right now,
people have do something to make all of them survives, being in the middle of typically the crowded place
and notice simply by surrounding. One thing that at times many people have underestimated that for a while
is reading. Yeah, by reading a guide your ability to survive improve then having chance to stand than other is
high. To suit your needs who want to start reading a new book, we give you this Essential Tips for
Organizing Conferences & Events book as beginning and daily reading book. Why, because this book is
greater than just a book.

Jeff Cunningham:

Reading a book can be one of a lot of exercise that everyone in the world likes. Do you like reading book and
so. There are a lot of reasons why people fantastic. First reading a guide will give you a lot of new details.
When you read a publication you will get new information because book is one of many ways to share the
information or even their idea. Second, studying a book will make you more imaginative. When you reading
a book especially fictional works book the author will bring someone to imagine the story how the figures do
it anything. Third, you may share your knowledge to other folks. When you read this Essential Tips for
Organizing Conferences & Events, you may tells your family, friends in addition to soon about yours guide.



Your knowledge can inspire others, make them reading a reserve.

Stacey Greene:

Many people spending their time frame by playing outside together with friends, fun activity together with
family or just watching TV all day every day. You can have new activity to invest your whole day by
studying a book. Ugh, ya think reading a book really can hard because you have to use the book everywhere?
It fine you can have the e-book, taking everywhere you want in your Smartphone. Like Essential Tips for
Organizing Conferences & Events which is keeping the e-book version. So , why not try out this book? Let's
find.
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