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Let’s Check

On our assignment



3.  Coordinate event facilities based on plan

Methods and techniques of event

Event order 
specification

Event technical 
facilities 

requirement

Catering 
change order

Event non-
technical facilities 

requirement
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活动非技术设施要求

根据计划协调活动设施



Event non-technical 
facilities requirement

 Cleaning & Pest Control (清洁和害虫控制)

 Canteen & Catering （食堂餐饮服务）
 Gardening & Landscaping (园艺和园林绿化)

 Procurement Services (采购服务)

 Estate Management Services (管理服务)

 Waste Management Specialist Services
(废物管理专门服务)



Event order specification





Event technical facilities requirement

Lighting Equipment

Sound and Audio Equipment

Video & Projection systems

Video Streaming & Live Feeds



Catering change order



Methods and techniques of event
Event Evaluation & Analysis Methods

Qualitative

Verbal

 In Person

Written

Quantitative

 By invitation

 Door Counter

 Sign-in Sheets

 Registration

 Website Hits


