CHAPTER 5

MAKING A START AND

PLANNING THE EVENT

19/10/2011

CHAPTER AIMS

e To introduce some of the ways you
can get organised

e To consider the process for screening
event ideas

e To discuss the potential objectives of
running events

* To examine the political planning
process for events

Shone, A. and Pa 2010) Succ nt Management: A Practical Handbook. Andover: Cengage
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FIGURE 5.1 Example of an events management committee

1 Chair / President
2 Operations Officers
1 Finance Officer
1 Marketing Officer
1 Health Safety and Legalities Officer

In addition, various other people might be invited to attend some of the meetings, depending
on the type of event and agenda of the meeting:

Representatives from the venue / Licence holders / Sponsors / Police / First Aid / Fire Service

Local eouncil member / Reps from local associations related to, or attending, the event / Bank
manager / Chamber of I i




Exercise 1

« In groups of 3 /4 pick an event in
exercise and fithess which you will
operate and design the management
structure of that event

ful Event Management: A Practical Handbook. Andover: Cengage
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[E 5.2 Development of organizational structures in events

Origin of the event idea

{

Creation of an informal organization or committea

'

Emergence of a leadership structure, perhaps with some professional help

{

Establishment of a formal organization

Y

Professionalization

Source: adapted from Hall, 1997

FIGURE 5.3
Generating idea:

How the Scouts might do it

To raise funds for scouts

The general nature of the event Neads to be a public event
The purpose of the event Needs to raise money for the roof
How should it operate? Should operate as simply as possible

What benefits are there to participants?  The locals should get something out of it

Concepl(s) Various ideas

Y Yoy v

CarWash Play Swim Pledges Jumble
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Sources of New Ideas

* Hobbies, Interests, Prior Job

e Consumers

» Existing Events

« Government - legislation / grant aid
¢ Networks / Trade Fairs

e Education / Training

Use with Shone, A. and Parry, B. (2 sful Event Management: A Practical Handbook. Andover: Cengage
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Idea Generation

 Brainstorming: group discussion to
generate a large quantity of novel and
imaginative ideas, freewheeling, no
criticism — all ideas accepted

i » Focus Groups: moderator leads an in-
{ depth discussion to generate and
screen new ideas and concepts
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¢ Problem Inventory Analysis: method of
obtaining new ideas and solutions by
focusing on problems — provide a list
of problems for a general service

| category
¢ Who, What, Where, When, Why and

How — 6 probing questions used to
tease out ideas
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Developing an idea is
only part of the battle.
The idea must also
work in practice.

“Screening your ideas
for

opportunities!”
Critical questions to
ask about your
business and your
product/service are .

Use with Shone, A. and Parry, B
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Why is it a good idea? On what
assumptions is that opinion based?
What types of customer will be
interested in your product /service?
Why?

List four reasons why the idea will
work and may not work.

What is different about this idea
from others already in the market-
place? Are those differences
important? Why so?

What if ... you changed the
product/service in some way?

ful Event Management: A Practical Handbook. Andover: Cengage
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RIGURE 5.9 Generic Process The Scouts Example
Concept screening
Many concepts Car Wash - Play
or ideas Swim - Pledges - Jumble
Too many sponsored events
F‘hz‘s‘a'i:?m locally, locals not very interested,
i) so screen out swim and pledges
. Play needs very complex
Seg’"d f."'“s”' organization and takes a long
PeIEiioss time to arrange, 8o not ideal
Third screen: Jumble sale didn't make
Financial much money last year
Remaining concept(s) Remaining concept: Car
and choices wash morning
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FIGURE 5.5 Example pilot questionnaire for proposed events

SURVEY OF MIDDLEBURG RESIDENTS AND VISITORS

Ohub s propasing iy Arboretum and
We wouid like to itable inthe garden in July and wouid ba
mast grateful If you woukd retum thi ather in the post to on ),

or pop it into the special post box set up in the town library foyer.

PLEASE PICK TWO CHOICES - 1 FOR YOUR FIRST CHOICE. 2 FOR YOUR SECOND CHOKCE.
Suggested Events:

Garden Club Show of Prize-winring Blooms

Evening Fireworks Exiravaganza

Summer Danca and Buffet

A production of Shakespears’s *A Midsummer Night's Dream”
Traasura hunt through tha park, iishing at the *Knobbers Rest” pub
Concert in conjunction with the Middleburg Concert Orchestra

oooooo

Hava you got another klea?
PREFERRED TIMING: PLEASE TICK GNE BOX ON EACH LINE

monday () Tuesaay(]  wemnesdsy ) Thursoay O Fidey(]  satwoey D sunaey O
Moming ] Aftemoon O EveningJ

Many thanks for your kind help. We look forward to welcoming you at the event, which wil be advertised soon.
ame:

Address:




FIGURE 56 Everts Sresning Form

OUTLIE EVENT DETALS:
Purposs of et

5 e progosed ovent: A one o event? () Expacted 10 taba place arety? ()
i e chach st th v mc oo s it wO w0
CETALS GF THE CARANGER OR CHARICF THE CROAMIING COMMITTEE

e Prcos reneer

e

o

FUNDING OF THE EVENT:

Wt

A ey of T Cutin eadgat s b tachac 0 s et
ATTENDANCE AT THE EVENT:
How many peope 00 you expsct 1o anens? ()

cxow, plaers,uepirs, st )
LICENSHNG, PERMSSIONS, EMERGENGY ISSUES
e 0/ il Yl i Wy O 17 oy s 1 et 1k 10 T e

¥ a} w0 amwes O Ao O
Licenaing suncety [ Town Counct [ Ot ppectty)
W et e sy ko o eskrt: 5.k, kS, D, RS, CIONGH 122
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Asia Fitness Convention 2009

¢ http://www.youtube.com/watch?v=pwQ
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Exercise 2

« In your groups design a market
research questionnaire for your event
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FIGURE Examples of possible events objects

Development of public involvement in the arts, sport or other lsisure activities
Fundraising for a special project or charity

Start a new event to create a tourist attraction extend the tourist season or make better use
of a resource

Introduce a new idea to the market

Attract more visitors to a venue or tourist destination

Focus attention on a specified subject or project

Create a sense of community, invelve the community or strengthen its goodwill
Advance and promote the community for the public benefit

Promote political and cultural exchange

Encourage participation in, or support of, an organization

.
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Exercise 3

« In your groups once again identify the
objectives of your event.

Use with Shone, A. and Parry, B. (2010) Su
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FIGURE 5.9
Planning as a Event Management Activities
management activity Objectives and Getting Started
for an event *
Planning
Organizing and Preparing the Event
Implementing: Running the Evant
Divestment/Legacy
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Exercise 4

Identify event venue(s)

Identify your audience / attendees
Outline the event timeline

¢ Describe staffing structure
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FIGURE 5.11 Information gathering and environmental searching

State the event. cbjectives, then:

Compaiiton around proposed ate
Precadants ard histarias of pravious vents
ety nformation . Probloms with smaar events
pace Opportunties for his event

l Suitabilty of tha event for the market
Local informaticn and organczations.
i e Prondcus year's duies, local nevrpapsrs etc.
i Lioraries, local socktics, websitas
l Stakeholders and knowisdgaatls indhiduals
‘Staff and organizers involved in the event
y partiipan

Get nterestad individuals invelved

Give panticular tasks 10 Various 16am members.
Assign tasks  —————3= Delegale and spread the load
Try to ensura some overlap in searching

Coliate and check information ————3= Record information in minutes or data file

4l hands’ meating 1o disssiminats iformagon

SUmimary sheet of man points and uicomes
CEIOM MR = \iooting acts a5 a chack on resuts

Idonté any pecelems or oversights.

Ei possiie
oroversghls > Feedback from staff and ofher sources

Saurce: odapted from costa and feare, 1906
Use with Shone, A. and Parry, B. (2010) Successful Event Management: A Practical Handbook. Andover: Ceng:
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FIGURE 512 Sirpis scampia of markatng ead timas: Mitisburg Sports Day

Outine masketing plan: August / September 2009, weeks 1 15 4, 10 raiss money for ths church bells. Middiebur Sports
Day Pt race, f kot

‘games and ' F. Various

ook 1MTWTFSS 2MTWTFSS IMTWIFSS AMTWTFSS
Wit plan, check costs, stc. 2000

Book venue

Maks sure Mayor Beoument
s confirmed t open the event X

Send spansorship request etter 1o 0
focal businesses.

Promete event compatition n the. 0
town newspaper, pubic notice
baards, orary and halls

Design a poster X
Wrte media reiease xx

Sand media reloase 000
Put up posters in key places 0000

Vicar 10 go round local businesses 1o 0
folow up spansarship latter

Post out Invitations on mailing st 00
Open Sports Day x
Work out what money was made x
tor the balts fund

Have a giass.of Alsace with x
Mayor Besurnont

Make anote of any
problems for next vent

with Shone, A. and Parry, B. (2010) Successful Event Management: A Practical Handbook. Andover: Cengage
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