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Our office works in collaboration with continuing education  
activity directors and sponsors to ensure the delivery of effective 
and well-organized activities.  

Our event-planning functions include:
• Site Selection/Contract Negotiation
• Marketing
• Direct Mail
• Food and Beverage Planning
• On-Site Registration and Event Management
• Exhibit Management
• Publications and Syllabus Production
• Audio-Visual Coordination
• Audience Response System
• Travel Arrangements (tickets, hotel 

accommodation, meet and greet, etc.)

Event Planning
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