OHSC
OXFORD HOME STUDY COLLEGE

CONFERANCE EVENT PLANNING
LEVEL - 2

CERTIFICATE IN
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COURSE INTRODUCTION:
Although it does take plenty of
creativity to design an event that is
COURSE INFORMATION
memorable and meaningful, it also
Length of the Course:
125 Hours (Flexible)
takes careful attention to detail,
adaptability, effective delegating, and a
Qualification
Level 2
lot of work.
Awarding Body:
ABC Awards
This course will walk you through the
Study Method
Distance Learning
process of event management, from the
beginning stages of planning, to the final
Fee in instalments (interest free):
£340
touches (like decorations, food, and music). Full Fee in advance (£60 Discount):
£280
While this course is specifically for
corporate event planning, the elements
here can also be applied to more personal
event planning. Essentially, we're creating
an effective and well planned design that is
ready for implementation and can be used
over and over again
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Why Choose OHSC ?
Successful Career !
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Achieve Your Accredited Certificate
Enjoy Flexibility Of Learning

Get One To One Tutor Support
Pay Interest Free Fee Instalments
Match Your Interests And Career Goals

Join Us From Anywhere Around The World

COURSE
ACCREDITATION
COURSE ACCREDITATION
At the end of this course successful learners will receive a Cer ﬁcate of Achievement by ABC Awards and a

At
the end
of this course
learners
Certificate
Achievement
Learner
Unit Summary
(which successful
lists the details
of all thewill
unitsreceive
you havea completed
as of
part
of your course).from
ABC Awards and a Learner Unit Summary (which lists the details of all the units the learner
The course has been endorsed under the ABC Awards' Quality Licence Scheme. This means that OHSC has

has
completed
as part
of the
course).
undergone
an external
quality
check
to ensure that the organisa on and the courses it oﬀers, meet certain
qualityAwards
criteria. is
Theacomple
onnational
of this course
alone does
not lead to an Ofqual
regulated
butthe
ABC
leading
Awarding
Organisation,
regulated
by qualiﬁca
Ofqual, on
and
may be used as evidence of knowledge and skills towards regulated qualiﬁca ons in the future.

Welsh Government. It has a long-established reputation for developing and awarding high
The unit summary
canqualifications
be used as evidence
towards
Recogni
onof
of industries.
Prior Learning ifAs
you
wish to progress
quality
vocational
across
a wide
range
a registered
charity,
your studies in this sector. To this end the learning outcomes of the course have been benchmarked at

ABC
combines
180published
years of
but also
a responsive,
flexible
Level 4Awards
against level
descriptors
by expertise
Ofqual, to indicate
the implements
depth of study and
level of diﬃculty
involved
in successful
comple to
on the
by the
learner.
and
innovative
approach
needs
of our customers.
The course itself has been designed by OHSC to meet speciﬁc learners' or employers' requirements.
ABC Awards' endorsement involves a robust and rigorous quality audit by external inspectors to ensure quality
is consistently met. A regular review of courses is carried out as part of the endorsement process.

WHAT STUDENTS WILL LEARN?
Plan a complete corporate event, including an agenda,

budget, goals, venue, audience, food, and whatever else
your client needs
Keep your event on budget
Design an advertising and marketing plan that includes a
comprehensive use of media, take-aways, and/or swag
bags
Determine whether partners, sponsors, and volunteers
can help to make your event unforgettable
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Course Syllabus...
UNIT 1

Identifying Key Event Elements

Getting the Right People Doing the

UNIT 2

Right Things

Setting Goals and Objectives

How to Write a Briefing Note

Event Planning
Essentials

Conference Planning Essentials
Budgeting Basics

Doing Delegation Right
The Delegation Process
Connecting with Partners and

Using the
Committee
Approach

Sponsors

Getting Strict About the Budget

UNIT 3

Marketing for Small Events

UNIT 4

Choosing a Venue
Setting Up the Menu

Marketing for Mandatory Events

Advertising
and Marketing

UNIT 5

Marketing for Large Events
Gathering Support

Venue
Selection and
Managing
Contracts

Business Etiquette Basics
Celebrating Diversity
Creating an Atmosphere of Service
Managing Contracts

Gathering Feedback from Delegates
Gathering Feedback from the Client

Gathering
Feedback
and Closing
the Event

Event Day Roles
Managing Your Image
Closing the Event
Creating the Conference Report
Post-Event Meeting

I would like to give a huge
thanks to my tutor, who
was very much supportive
for me and responded to
my queries very quickly.
The course encouraged to
do independent research
which has made me more
confident.
Heba Khalid
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FAQ
Q. How does Distance / Online Learning work?

Q. Will I get tutor support?

All our courses offer the flexibility of learning. These are

Yes. all our courses come will one to one tutor support. This

divided into units. After each course unit the student is

support is available for duration of the course. Once you will

required to complete and submit an assignment. Students

enrol on the course you will be allocated an experience tutor

work through each unit at their own pace. There are no

who will guide you throughout the course. The tutor will mark

deadlines for completing and submitting the assignments.

your assignments and will provide you feedback on your

Tutor marks the assignment and uploads the result on the

submitted work. You can contact your tutor through email.

portal. The student then moves on to the next unit and this
way completes the course. All the submitted work is assessed
by the awarding body at the moderation stage. Recognised
Certificate is issued by the awarding body.

Q. Is there any deadline for submitting the assignments?
No, there are no deadlines for the submission of
assignments. Students work at their own pace and plan their
study according to their own schedule. However you will

Q. When can I start the course?

submit one assignment at a time so that the tutor can mark

You can start the course anytime. The enrolments are

one and can give you feedback. Following which you can

continued throughout the year.

move on to your next unit and assignment.

Q. What is the enrolment process?

Q. Do I need to sit an exam at the end?

Enrolment process is very simple. After you have chosen the

All our courses are assignment based. Your submitted work is

course you wish to take you can just fill in an online form and

assessed throughout the course. There is no final exam at the

we will send you invoice for the course fee. On receipt of

end.

payment we will give you course access and your course tutor
will contact you as well. You can even start right now by
paying the course fee online.

Q. Do I need to purchase any text books?
College provides comprehensive course materials containing
all the relevant information you require to complete the

Q. Can I take up the course if I am not in the UK?

course. All this is all included in the course fee. However we

Yes, you can. All our courses can be taken up and completed

encourage our students to undertake additional study on the

from anywhere around the world. If you are an international

topics. For further help we have provided additional

student you will enjoy the same support as any other student

supporting material on the portal. There are also useful links

within the UK does.

relevant to the course you are studying.

Q. How long does it take to complete the course?

Q. English is not my first language can I still complete the

This entirely depends on you that how much time you

course?

dedicate to your studies and how fast you intend to complete

All our courses have been specially written for home study

the course. We have provided estimated study hours for each

keeping in mind that our students come from all parts of the

course on the course page. You can plan your study according

world and English is not the first language for most of them.

to your own schedule.

Our course materials are written in easy to understand

Q. What are the entry requirements?
There are no specific entry requirements for most of our

English. If you have basic English skills you can easily
complete the course.

courses. All you need to have is the motivation and
commitment for completing the course.
Q. Can I retake the assignment if I fail it once?
Yes, In that case your tutor will ask you to resubmit your
assignment and will highlight the areas where you need
improvement.
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How to Apply?

CONTACT US

Apply Online
You can enroll online by completing the APPLY ONLINE
form on www.oxfordhomestudy.com
OR
Through Email
You can contact us on info@oxfordhomestudy.com and
we will send you all the course information along with the
application form which you can fill in and return to us on
the same email. After processing your application form we
will send you an invoice for the payment of your fee along
with guidance on making payment.

Oxford Home Study College
Clarendon Business Centres,
Sandford Gate,
East Point Business Park, Oxford
OX4 6LB
United Kingdom
Tel:
0044 186 5686 162
Email: info@oxfordhomestudy.com
Web: www.oxfordhomestudy.com

