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PLANNING SUCCESSFUL MEETINGS AND EVENTS

AMACOM/American Management Association. Paperback. Book Condition: New. Paperback. 128 pages.
Dimensions: 8.8in. x 5.9in. x 0.2in.Planning a meeting or event is no easy task. Just ask any of the administrative
staCers who are increasingly being asked to do it. One minor mistake -- a plane ticket that doesnt arrive on
time, not enough vegetarian meals at the luncheon, the wrong kind of audiovisual equipment -- can mean big
trouble. Now this handy little how-to guide takes secretaries and assistants through the entire process step-by-
step. From site selection and registration dos and donts to negotiating with vendors and food and beverage
planning, this book gives them everything they need to get a meeting planned right. Packed with floor plans,
checklists, glossaries of industry-specific terms, lists of resources, and more, Planning Successful Meetings and
Events is sure to transform any take-charge assistant into the Martha Stewart of meeting and event planning.
Its a good thing. This item ships from multiple locations. Your book may arrive from Roseburg,OR, La
Vergne,TN. Paperback.
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You May Also Like

Do n t L in e Th eir Po ckets With  Go ld  L in e Y o u r Ow n  A  Small  H o w  To  Bo o k o n                                      
L iv in g L arge   
Madelyn D R Books. Paperback. Book Condition: New. Paperback. 106 pages. Dimensions:
9.0in. x 6.0in. x 0.3in.This book is about my cousin, Billy a guy who taught me a lot over the
years and who...
Sav e eBo o k »  

Th e Day  I Fo rgo t to  Pray    
Tate Publishing. Paperback. Book Condition: New. Paperback. 28 pages. Dimensions: 8.7in. x
5.8in. x 0.3in.Alexis is an ordinary five-year-old who likes to run and play in the sandbox. On
her first day of Kindergarten, she...
Sav e eBo o k »  

H arts Desire Bo o k 2.5 L a Fleu r d e L o v e        
Cajunflair Publishing. Paperback. Book Condition: New. Paperback. 112 pages. Dimensions:
8.0in. x 5.0in. x 0.3in.Its late 1974, and high school student, Melinda Dawson is in serious
trouble. Within two hours of revealing her suspected pregnancy...
Sav e eBo o k »  

Sh ep h erd s H ey ,  Bf ms 16:  Stu d y  Sco re            
Petrucci Library Press. Paperback. Book Condition: New. Paperback. 22 pages. Dimensions:
9.4in. x 7.1in. x 0.0in.Percy Grainger, like his contemporary Bela Bartok, was intensely
interested in folk music and became a member of the English...
Sav e eBo o k »  

DK Read ers Day  at Green h ill  Farm L ev el 1  Begin n in g to  Read           
DK CHILDREN. Paperback. Book Condition: New. Paperback. 32 pages. Dimensions: 8.8in. x
5.7in. x 0.2in.This Level 1 book is appropriate for children who are just beginning to read.
When the rooster crows, Greenhill Farm springs...
Sav e eBo o k »  
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