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Venue
selection and
booking

Event planning
and initial
brainstorming

Vendor
selection and
contract
negotiation

Invitation
design and
distribution

Guest
registration
and RSVP
tracking

Marketing and
promotional
activities

On-site event
coordination
and
management

Event setup
and
decorations

Guest arrival,
event
program, and
activities

Event
conclusion and
post-event
evaluation
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