	BTEC LEVEL 2

Contract Security, International Visits and Document Handling

	

	Course objectives:

	· To give you a clear understanding of the requirements and processes and procedures 

· To show you best practice methods

	Course duration:

	Day One Start 10.30am –Ends  Day Two approximately  4.30pm

	Course content:

	       DAY ONE

· Aim & Need

· Contracts and Subcontracts including identifying Standard Conditions, Defence Standards & other documentation

· Security Aspect Letters

· MOD International Visits Control Office procedures

· The security elements of Export Control

DAY TWO

· All aspects of Document control e.g. Registration, transmission, marking 



	Who should attend?

	Any person involved in the following:-

· Processing Invitations to Tender (ITT)

· Drafting bid documentation

· Handling Security Aspects Letters (SAL)

· International visits

· Involved in the control and handling of protectively marked material



	Course Tutor:

	Amanda Seevaratnam
Tim Bevan

	Venue:

	The Hilton Puckrup Hotel, Puckrup, Tewkesbury, Glos, GL20 6EL

	Prices:

	
	Member
	Non-member

	24 hour delegate rate - includes 1 nights accommodation & dinner
	£540
	£600


In house courses available – please contact DISA Administration Office Tel 0870 458 9636 for details

