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EVENT PROJECT

MANAGEMENT
AND SET UP ISSUES

CHAPTER AIMS

To provide a framework for managing event
projects

To consider issues in relation to staffing an
event

To consider issues relating to setting up
events

To provide an overview of the preparation
activities that may take place prior to an
event

A. and Parry, B. (2010) S nt Management: A Practical Handbook. Ando
L n
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FIGURE 117 Factos infuencing the rumber o staf reqired

- The size of the event, numbers attending, [kely demand

- The balance between fypes of staff: paid, fulltime, parttime, casual, volunteer
- Thelayout and components o the event

- Themethod by which the sevicss ars provided

- What functions are caried out n house' or conlracted out

- The demand pattems and schedulng of taff, number ofstaff per actvy

- Theexpertise required for the event

Use one, Event Management: A Practical Handbook. Andover: Cengage
STERN L tion.
ning:




FIGURE 10.1 Eventand Project Management Activitles

Event Managemant Activities Project Management Activities

Objectives and gatling starsd Concaplion

' '
Fanning Dafinition

\ \

Organizing and preparing the Event Production
\ '

Imglementing: running the Event Dperations
' \

Divestment/Lagacios Handover or divastmant

ful Event Management: A Practical Handbook. Andover: Cengage
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Exercise

« In your groups identify the categories
of staff which you will require to
operate your event and the skills sets
that they will need.

e Where will you source your staff?

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

2% ol ESTERN Learning EMEA. Third ediion
s TENGAGE Lesming 5
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FIGURE 10.2 Work Breakdown Structure for a Wedding Marquee

Wedding
Marques

Venue: ‘Cormtruction Interior Fifting Inspaction
Finding I

el e

Shortist Vit Bxternad Frame Iemal Ground  Curtsining  Lighting
Covers Carwas  sheats

Source: adaptnd from Mickson and Siddoss, 1957

Use with Shone, A. and Parry, B. (2010) Successful Event Management: A Practical Handbook. Andover: Cengage
=% SOUTH-WESTERN Learning EMEA. Third ediion

s’ CENGAGE Learning: 978.1-4080-2075-3
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Gantt Charts

e See Book page 190

Use with Shone, A. and Parry, B. (2010) Successful Event Management: A Practical Handbook. Andover: Cengage
% SOUTH-WESTERN Learning EMEA. Third edition,

AGE Lesrming 978-1-4080-2¢

ISRN @ 2010 Cannane | eaminn EMEA

19/01/2012

FIGURE 10.3 Example of & Gantt chart

Event Arvea s Bratey Pty adin : 161 s 2ren

A7 Py g 70

Use with Shone, A. and Parry, B. (2010) Su
SOUTH-WESTERN Learning EMEA. Tl
ENGAGE Learning. 978-1-408
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ssful Event Management: A Practical Handbook. Andover: Cengage
rd edition.
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Exercise

* In your groups design a Gantt Chart for
your event

Use with Shone, A. and Parry, B. (2010) Su
TH-WESTERN Learning EMEA. T
AGE Lesrning: 978-1-408
= >010 Conna

ssful Event Management: A Practical Handbook. Andover: Cengage
rd edition.
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FIGURE 10.4 Ticket design — information o include on & ficket

Mama of the event jand/or organization)
Date and star time
Soquential Aumber

Price and typa of ticket
Condttions or disclaimars
Site map (if applicabe)
Centact phona numbers or web address
Security impeint (f applicable)
Colour coding ( applicakie)

Use with Shone, A. and Parry, B. (2010) Successful Event Management: A Practical Handbook. Andover: Ceng
§‘OHUT:‘|E-l\‘lESTEEN Le EMEA. Third edition.
CENGAGE Lesming
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FIGURE 105 Pre-Operniions on the day

Bresicinst / A/ check waather and travel mpona

'

Cormspondencs, Missage and schacules chick Al organizers ofics

t

Marming pre-con meating

'

ecenve delveries / alocals stafl to secenva delveries and dect 10 proper locations

'

Chack signs, parking, ememency accass roules, progress of koad-in and rehesrsals

'

Briefing mestings with stewards, ushors, voluntears, groeters and Sicket
sk stull ned aryone slse
fmust includs emargency procedures)

'

Wik Bwough your 5t a3 o visitor woulkd
fconfinued in chapter 11, figure 11.11)

Use with Shone, A. and Parry, B. (2010) Successful Event Management: A Pr Handbook. Andover: Cengage
SOUTH-WESTERN Learning EMEA. Third ediion.
ENGAGE Learning 978-1-4080-2075-3
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FIGURE 1006 Pre-svent briefing roeling for ol staff

Agsri [Give out stall brieting and smergency shaets]

1 The purpose of the event, type of visitors, Busly numbers.

Dpening and clossdown tmes, he programima, faclites and serdces, 11me chack

Partng and accesa, taciities for the mobilty rmpared
4 Who you report 8o and arrangemants for stafl refreshmaent
5 Emergency coPMRcts, Sysberma mwl pEcecursd, chicking smenency 1outes v exts are cla
Wha 1o direct the media o
Cuestions and answaern

al Handbook. Andover: Ce:

ful Event Management: A Pr
edition.
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CASE STUDY 28 Site layout issues: the Wirksworth Wapentake

Page 203

Public:

# Fire Buckets and Extingplishers__
®Tap ~

The Gr@t\Moot Fielé!’,,

Use with Shone, A. and Parry, B. (2010) Successful Event Management: A Practical Handbook. Andover: Cer
I:‘is-lWESTEEN Learning EMEA. Third edition.
GE Learing: 5

978-1-4( 3
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FIGURE 1
Example of the
componert slemants
Al a quiz dinner

a1 The end

Use with Shone, A. and Parry, B. (2010) Succ
SOUTH-WESTERN Learning EMEA. Tl
ENGAGE Learning. 978-1-4080-2
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ssful Event Management: A Practical Handbook. Andover: Cengage
ird edition.
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FIGURE 11.11
Actifties on e day Wk Teough yous sk 8 @ eitor woukd

Marusge by wardsreg ararsd

ricabi with dagarimentsl leadws. vislors wnd stall

Chack ks ocatiors af key Smes

Dsbeesta suthorty aned ncion, ensurm
sty ara salf controing
o tactie: help s appreciatsd when & (s nesded,
Iterterance is ol

Cimal with protlems, but seek
ackacuiets inforration nbout e

arsly reasons for peobiems ky
Rters inshysts it acten

Work, stmadily 0rvd toke breska

Ensurn you ane visbéo 81 1he Begneg and e end

Use with Shone, A. and Parry, B. (2010) Succ
) 59 TH-WESTERN Learning EMEA. Ti
@

(s AGE Lesrning: 978-1-4080-2

ssful Event Management: A Practical Handbook. Andover: Cengage
n.




