Event
Management

FOR

DUMMIES

by Laura Capell

DUMMIES

596.6 11




Contents at a GIance W

i LA T S A

IntrOduction €€ EeEECEEEadEadEEedaEdEaidEddidEcaaaddddcaaaadaasdaatddacadaeacace ’

Part I: Getting Started ..............cccoeeccecaccccccncscessncecascesce 5

Chapter 1: Why Put on An EVENE?......ociiiiiceeecciinissinsessssessssssssssens 7
Chapter 2: Knowing YOUr AUGIENCE ......ccocveveriieriicninisiesiesissesssisisssssssassssnossssssssnas 17
Chapter 3: Deciding on the Type of Event To Put On ......ccccoinniiinnnininininne 27
Chapter 4: Managing Your Team to Manage Your Event...........cccvenncnnnccnnen. 53
Chapter 5: Budget Planning and Management.......c.cccooevcvevnenaniinmeisiesinicnisiei: 75
Part II: Planning Your Event’s Look and Feel.............. 101
Chapter 6: Crafting the MessSage..........co.viiimiinenisciineniienssss s 103
Chapter 7: Designing the EXPerience ..., 115
Chapter 8: Making Sure People Know about Your Event.........ni 141

Part 111: When, Where and Who:
The Devil's itt the Detail ..........ccueeaseeeseesaseescascsscrasacs 107

Chapter 9: Timings, Timings, Timings........ccievererennnneiisse, 163
Chapter 10: Deciding Where to Hold Your Event ... 185
Chapter 11: Who Does What: Front and Back of House............cccoenninniinnncnn 213
Part 1U: Considering Potential Problents .................... 225
Chapter 12: Keeping Healthy, Safe and SECUre ... 227
Chapter 13: Fail to Prepare, Prepare to Fail! Contingency Planning..............cco....... 253
Part U: On the Day and Beyond ...........ccuuvivencecareeanee 205
Chapter 14: Measuring the Success of YOUr EVENt.. ..o 267
Chapter 15: Building on the EVEnt ...t 281
Part UL: The Part of Tens .....c.cccessssesssassacccassesasncess 287
Chapter 16: Ten Types of Suppliers You Need in Your Address Book................... 289
Chapter 17: Ten Online Resources For Event Planners ... 293
Chapter 18: Ten Things to Have in Your Event Kit

during the Build and Show Day .........cocoeurmsesersisesssmeneinssnis it 297
Chapter 19: About Ten Tips for Building a Career in Event Management.............. 301

JOABK «.aannnnnnnnnnenneeeeneeeneeensseeceeeeteseasssennnansansnscassscases 309




| /Table of Contents

[ ) [ v A A I A S A S A R RS AN S N L e e} NS N o S & BN B A Vi B C B S B e

JNEPOAUCEION «...eeeneeeeeeennnaeeeeennnnnacessssacssacesanascascanasence |

ADOUL ThiS BOOK ....cvviiieitiiitiitrctri e estecrns et ee s s as s s sanesseesonrasns 2
Foolish ASSUIMPRIONS.......ccccoiiiiecirinereerereserinet st ssss s se b nes 2
Icons Used in This BOOK ........cvevveieiiniiiecstnenensensesinisisssnnesssensssesnssssenses 3
Beyond the BOOK .........cccuveieerrieeinnenisenessessenisnstsississsssssssssssosssseseseness 3
Where t0 GO froOm HErE ... e ceeeercereecerereesecneeee et sstsessaesanenane 4

Part I: Getting Started.............cocceececceccseeccccecicanesacanees 9

Chapter 1: Why Puton AnEvent? .............ciiviiiiiiiinnens, 7
INtroducing EVENLS .......ccccviiicninmiiiiiiissssicssenessestsssssissniisssses s 7
Event Management As an INAUSErY ...t 8
Essential Skills for Would-be Event Managers.............cccovvrineiienninninnnn 10
Getting Started: Figuring Out Your Event’s Objectives ..........cccecevinnnnnn. 13

Chapter 2: Knowing Your Audience ..............cccoovveennns 17
Zeroing In On Your Target Market ..........cvivmenennnnninninnescesnnseesnenss 17

Alphabet soup: B2B, B2C and B2E.........cooiciciiinninns 17
Delving into demographics. ....coveivmreireeineiecnenieessesseisesnannees 18
Conducting RESEATCR ........cuecviiviecrniiiisternetsitsses e sressscencsesssssnsnsasanss 22
Working with fOCUS GroUPS.....cceeereeiennenenieeieesncninnisressesseseeas 23
Looking at competing EVENLS ........ccoeeriimrinninincsninninsinsissisinisssseses 23
Use the information you have ...t 24
Starting With Who You KNOw ... cnsisniineesinseas 24
Mandatory attendance........coemesesesnmeerensnseicniiiissees 24
Customer relationship marketing.........oooeocciiniiinnninnn. 25
Loyal fans of Brands .......cccececvevirirensessisssnsasssssssessesssssssesssssassessssns 25

Chapter 3: Deciding on the Type of EventToPutOn............... 21
Challenging the Brief..........cccoveverensiirmmmmsismsisestsesiiisiniiiisssnessssssscasacs 27
Managing Meetings...........cce.veeiresnmsmrsssersusissisitisismssssssressssstssnsssssessnsetacs 29
Crafting 8 CONMErENCe..........coovverermeercsssisisenssinissesssnsassissisessnssissss s nass 30

Planning the Plenary.......cvumiereesessismsimninisisnenisssssssssssnsess 31
Organising breakout SESSIONS ......cocverserecrmsirismsinimnsisimsisnsniesisiens 31
SEITHNATS.........ceeeveerereeesessesisssneaesasessosssisassstasessnssssasssasasssasssasasessesses 32
Team-building...........coeveeeerererssrnmmsiotssmsisinmis i 32

Networking Knowledgably .........c.oeueresrsssenesiiiiiiciisss 34



(/i Event Management For Dummies

Putting Together Great Exhibitions ... 35
Self SElECING.c.ovviverierinininti i e 35
Using an application process...........ceiviiiiiniiniini e, 36
Paid-for exhibitions .....ccciieieirieniicn e 36
Exhibiting at an exhibition............covnin 37

Perfecting Product Launches...........ooooiiiinnininiiniie 37

Appreciating Award Ceremonies.............ococoeenninnininnine 39

Sizing Up Sporting EVENtS........coiiviiiiniiiniieee e 41

FeStIVAl FUI .....covieieeeersinisiieniiiii it esstat e s sae st ssae s s e saeeee e asneee 42
MUSIC fEStIVAIS..covviieiniireciniiereestc e 42
Comedy feStiValS......ciuuiiiriririiiesee e 44
Literature festivalS......ccevienreeirenninniiiinnricii et e e 44
FOO fESHIVALS .oveerrereierereerinnenineereene st e st ce s 45

Experiential Field Marketing ..........cocoueeemineneciniiicnce 45
Field Marketing.....cccoreeeecrereenireneineisiriimninineesessesisnesisnieesseressessveeenas 46
Experiential Marketing ..........ccococevmiienmininiecienniiicc 46
The Pop-Up Phe€nomenON..........coiererninieintnenennin et 48

GIVEAWAYS . .oveueererrenesesssissimsissssessssessessssesessansasassesse st et e sensansesssesaesossesanesessesn 48
GOOAY DAS .ovnriiriririnniiiniiiiiiee et e 49
SAMPING....oovereirismniriniirieeis st et eae e s 49

Guerrilla Marketing ......ccoeevveneiennenennininentinnmieeeine et e s sessee s 50

FIash MODS ucuviieerenrineiiinesiiiintinenses st assesssesnssstesbaessasssans s snese s s mnsas s nssens 51

Chapter 4: Managing Your Team to Manage YourEvent ........... 53

Key Roles and Responsibilities........cccinimnnnninnnninnni e 54
THE CHIERNL «veeveeveeereeieeeiteensareseeessianastesssssseisinsisssbissesstssserensnssssssssesnnenses 54
The Procurement Pros...........iiimirei i s 55
The event (or account/project) Manager .........ccoeeeveeenirneniacunennnns 56
The perfect production team ........cccooviiiiiiniiiiiiccninnie e 58
The dream design team...........cocovinvininiiiniiniiiicn e 60

Deciding the Scale of the Planning Team .......cc.cocovvvniiiiineciinniennneicnieeeans 62

The Power of an Organisation Chart..........ccoooeinininiiiceceee 63

Deciding the Decision-making Chain.........coceeieeiinviiiinniiiin e 64

Communicating During the Planning Process ...........ccccoooiiii 66
HUMAN CONTACL....coiiiiintreeeneeeinniesstresniesiae bt ottt reneee s e e s s s bnaaanes 66
Paperwork, paperwork, paperwork........c..ccoooeiiniiininniiiiininnnnen. 67

Drawing Up a Clear Scope of Work.......ovnivienniiinnnniniiiiccnneeen e 72

Chapter 5: Budget Planning and Management.................... 75

Being Realistic: Are You After Champagne on a Beer Budget?................ 75

Building up Your Budget .........ccccoviininminiininnneiiinn e 77
What should you include in your budget?...........c..ccocccooiviniinnennne. 77
What your budget should 100K liKe ..., 82

Pennies Add Up t0 Pounds.......cooceeeriiiiiinneininnnniinin e e 84
Understanding the power of three quoOtes ..........cccoovieiciieiiiinne, 84
Negotiating lIKe a Pro .....c.ccceceereceiiiiiiiiicccee e 84

Work with your suppliers........c.ccecieeininiiininnieneeseeee 85



Table of Contents

Sorting Ut CONIACES....cceviri ittt ee e e e sasssnsraeeseaseasssanes 85
Confirming @ QUOLE ......cociciiiiirecree ettt e et ere s saene s 87
Non-disclosure agreements (NDAS) .....cccccccoorininnninrcnnrncssvesncssinenee 88
Reading the small print..........ccccinnnneen 88

Payment SChHeUIES ...t eeee e rees s eeseasssseneesraeesssaesasrenas 88

What to Do When You're Going Over Budget.........cccevviieniinnnenericnncsenens 89

Finding Partnerships that Help Bring Your Event to Fruition ................. 91
Understanding the benefits of sponsorship.......cccccvevrvceecrnncernene 91
Securing SPoNSOrship....c...ciieesee 92

Other Revenue OPPortunities..........oiiiinininimrneseieis, 94
TICKEE SALES ...uuveveerieriieeieieeereeareeeserreeser e ses st et sneesessenaesesesessaesasnssssenes 94
Bar SAES .....cviee ettt et en e n s 97
MeErChandiSe ... iiiviveeeieentiienresesseerier et eeest et st essensesameanesasanns 97
Live SIreaming.....cccierecnrrnenresiesnnisniemesiisisesssssstssteseessnessinssesss 97

Economic Factors to Consider.........iiiiiniiiinnreioneinssnssesssesnssene: 97

Looking at Return on Investment ..o 98

Part 11I: Planning Your Event’s Look and Feel .............. 101

Chapter 6: Craftingthe Message..............c.coooiiiiannn, 103
Building the Creative Brief ........ccccoeiierniiiiiinnieieenieenen, 103
What does the audience know already? .........ccocvviiviininnicninnees 105
What do we want to tell the audience?..........cocviinnniiniininnnnn 105
SUPPOTtiNG MESSALES ..eeverreremrreriisiirisiraieesnesestesessre st sseesseeseanns 105

How should we talk to them?.........c.cccconvnniiniiiiniinnnnne, 106

The Event Brand............iceirveenerceniineiiiiensnessesissiesssssssessssesnesenes 106
The branding hierarchy ..., 107
Working within brand guidelines.........coceevencnnnnniinnninnns 107
What iS CONEENL ..ottt e s ssas s sassa s e s s ssesssnsnesons 108
Deciding who produces the content ... 108
Achieving a consistent 100k and MesSSage.....cooceveerieieresieniarencenes 108
Common Types Of CONENL......c.ccvceeerenmiiirinitiriisiseisessssssssasssessssssassssas 109
SHAEBS .o st ss et ras s e st b e s s e nobas b e saasna st 109
ViIidE0 COMENE ....vceeriririitiresrieeeeeetie sttt saessass s e ssss s snosnassasse s 110
Hand-outs and other printed material .........ccccoccovmvunvininnicinecnanne 110
INteractive €XPeri€nCes........cviveiininntiiiinenessesses et ssessesnsseons 111

More Than Just a Presentation SHde ..o 112
Radio Frequency Identification (RFID)........cccooviminiinnncnnnncnnnnes 112
PrOJECHIONS.....covivirirrererrenenr et st a e e ass s e esas s 112
PYTOtECRIICS. .......cov ittt s reesisie st sttt ss b b e aasaer s 114
Chapter 7: Designing the Experience...................ccouvee. 115
Understanding the ViSitor JOUINEY ........c.cccovereenieieneereineieseneeseneensseseasses 115
Guest registration and accreditation ..............oc.ceevveieecrnereeressenseens 116

Wherever lhang my hat . . ..cocovvinnccereeeeee e 117

vii



Event Management For Dummies

LOSE PrOPEItY.c.ccccieiiiiriiciietcestteereeneeesereeneaessneesannnesssansesnesasnsnsense 118
SIBNAGE .....oceceererireetrieierrereonaese st eseestsssestese et eseestessneeeanesabeeeeaveeean 118
Making uSe Of @VENL APPS ..ccceeceieeerererreererersrersercececsnaresssssaeseraaesessns 122
HOME tIME....cueeeeeeeeeeeeeereeercr ettt et e 123

The Best Environment for Your Content.........cccoeueieeeiiiiiniiiieeinninnan, 123
How to visualise your event Space.........ccuervevveeccrieiiecnieeeenceeen, 123
Room layouts and seating plans.........ccccvvvemeeeeeieceeeiiniiieniene, 124
Setting the StAge......ccoeeeerreeeeeerreeieieern st 126
Dressing a venue...........cccoveevvceccemereniseiinieinirennee e 127
Sweet Music and Other Entertainment..........ccecevvvevivvvmmvienniriiciininnnen, 127
Host or master of ceremonies (MC) .......cooevevevmeeniniiiniiceiiene. 128
Famous talent...........ceeveeeeereceeereneseessniniieietiessiseesseesee e e 128
Musical entertainment ..........ceccceveecnvereeirensnnesineernin e 128
Catering that’s Worth Remembering ..........cocovveeeeimniiiiinniiicnniinnnns, 129
Theming your food ........ceiimreiininrseernceciieenie et 129
Catering for dietary reqUirements..........cocceveeverccnnenininnnienneennieens 130
TYPES Of SEIVICE .....veeeveeeeerrrreeescreesseesssneessaessstnesesitneseitetesseeesssnsanenens 130
Responsible drinking..........coceeveinuereinninenseeienteienenteenenceeene 132

For the show of it — catering additions ..o 133
Documenting the EVent ..........ccvcveeevniimeennenincsieeeceeciceecens 134
Photography.........coouveveieeeeeeecniieenrteee ettt 134
Video recording .........cceoeeeeeevininerinnenenenenieseinii i 135
Social NEtWOIKING..........cveceverrureriereinsnsssentseccsisiieninie 135

Live Streaming...........cececeeeeinrnermmnnmssesesessisiiniitetini et 138
Guest video and photo CONtENt .......ccceoveniiniininiiniiiinin 139

LIVE VOLINE .....uveveeverrerereeecenissioenssastrsssetssnistsan e 139
Chapter 8: Making Sure People Know about YourEvent........... 141
Why Market Your EVENt?.........ccccveceeeenreeremsnmnuenstnennntcene st 141
Developing Your Communication Plan..........cceevecnnniinnnnnin 142
Who? Identifying your audi€nce ........coccvvmiiininiininniiiniiiiines 143
What and why? Developing your marketing messages................. 144
Where? Deciding a media Strategy ......ceoeemsesesrecnenniniiinenennenn, 145
When? So many jobs, so little time . . ..o 159

Part I1I: When, Where and Who:
The Devil’s int the Detail.........cccccaaacesseecsssssssasssaceaaaaas 107

Chapter 9: Timings, Timings, Timings. .. ......c.ooovvnviiiaaae 163
Deciding the Date of YOUr EVENL .....ccocvoeniniinimmimnenenniiinciiiics 163
ODjJECHVES ANALYSIS ..vuverrscrersrsmrersesimnsasisssnsesestcicttic st 164
COMPELIOr ACHIVILY ....cecerrrrerrsereessrmensrsnss ittt 164



Table of Contents
External inflUENCES ........ccoieiicierennnniiicnnecereseossennnenisnsnessseesessseessnes 165
Financial situation........cccoecriireieecereieeence ettt sesseesenes 166
What day and what time of day?........ccccocervecvinmnnnennencenncnsineneenns 166
Deciding the Duration of Your Event........cccccccocinecinninnincnecenrceeerceenenens 166
Considering your audience. .......c.ccoveveeverrcerecrirecnnrenensseeenseesssessenes 167
Understanding how type dictates time.......c..ccoeovvrenniiciinciinnnines 167
Scheduling Your EVent.............iiicieceercenrerereerceenseeseceeescneescassssusas 169
Creating critical time paths ......c.cccccvnviinnnniniincciin, 169
Preparing production schedules ........ccccceviiiiiciinicniniinninniiinnenn 173
Technical Running Orders.......c..ccocovvviincnnnninniininneneneenn. 181
Sticking to the Plan...........cceiiicccnminiiisiicecsesnssensesnes 183
Chapter 10: Deciding Where to Hold YourEvent ................. 185
Establishing Your Criteria and Getting Started ............cccevvveniininninnnnnne 186
Creating a Shortlist 0f VENUES .........cccccereerrercirecniinienrenc e eeaees 186
Permanent venue Options..........ieiinnnneennioneesseacenns 187
TEMPOTArY VENUES......ccervereeererrernereessssnessssstmstsssssssessassssssssssssessans 193
UsiNg OULAOOr SItES.....cc.vvvrreiecreeiteeieeeeeiesiesnisicnesssesssssssaeseseas 195
MOre-unusual VENUES ........ccoeveereenneisstessessesssnsisessnsssessnesseessnssnssssenss 200
LoOKIing abroad ............c.ueeneererecrienninissinnsisnmesinsiseaseiassenens 201
When Not Just One Event or Venue Will Do ... 202
Asking the Venue the Right QUestions ..o 203
The importance of Site VISItS........ccveeerceresiinininiirnierniecresrece e 203
Selecting and Contracting the Venue.........coovieeevenenenininieiecieeens 212
Chapter 11: Who Does What: Front and Back of House . .......... 213
Back of HOUSE..............oeiriicirieeersscsrtt e sststssssss e s ens 213
Lighting and sound designers .........ococevveeivceriinreneeninienisennenieenneneae 214
GraphicCs OPErators.........ceereseieninerieiinnsse sttt saresane 214
Set carpenters and riggers.......coeinneseisininiinie i 215
EVEN CONIOL...cuiiiieriiririererreereseeenressrisrsestssottesstesssessnesssnass s rassesss 215
SROW CAIIET ...ttt resrsr et estssnssaesas e s s st assnasrennsassaseon 215
RUNNET ...ttt tesresecssessesnn s sessnss e st s assasss s sasassneases 216
VENUE SEAff ......cueeiririiciriereseeseeeeneesesssestisiessnssnestesssessnssssssesssasnness 216
Front Of HOUSE...........ociiuieciteeeternserecrernescssestsnstssssta st ssasssssasase st enesnes 217
Brand ambassadors/hosts.........cceeiiiinenmnnnncniisenennne e 217
*VOICE Of GO .....uveereriiriirererineessesesesssesestesssesssesssnssssaessassnessaesscess 218
WAILEES ...t eree et ssesst s sa s s sae s e sbassns s b easbesessans 218
SECULILY StAff...ucuecuceieccrereiereserere e see st rste s et sa e e nass 219
Working with Your Team On Site........ccocvvminnnimnrniinesccciiniiinenn 219
Clear team communication on the day........ccceooenevnniinniiinnanan 219

Looking after your team.........cocevevemerenininenenteneincstnenceinccinens 223

ix




X

Event Management For Dummies

Part 1U: Considering Potential Problems..................... 225

Chapter 12: Keeping Healthy, Safe and Secure .................. 227
Your Health and Safety Responsibilities .......c.cccocvvvniiciinicnininniinnnnnnn, 227
Complying with the Health and Safety at Work Act (1974) .......... 228
Responsible drinking into the night .........coccooviiniiiiininn 228
Protecting children from harm ..........cocoooceiiiiiiiniiiiici e 229
Fire Safety.....ccccciercniininiecncinecirnreercntreseeenssenesae s e iaaner s e e e s 230
Assessing your security requirements ...........cccccceevirinniiii e 231
Complying with the Equality Act 2010........ocoviniiiieeiinincnnnienee. 233
Catering safely for your team and guests .........ccoccceerivierieciinennnn 234
The Working At Height regulations (2005).........coccovmnienieeininennnens 235
Personal Protective Equipment (PPE) ...cc.cccoovoriiieiiiiininiiieecennnnne 235
Making Sure All the Paperwork is in Place........cc.cccovvivnnniiiiiiniinccnnnnnnen. 235
Creating an Event Safety Plan...........ccceinniniinniinniiinninieneee 236
Having emergency procedures in place.........ccoccovveeiiiiinniciineeenn. 242
Manage your wider team’s health and safety too.......................... 242
Negotiating the First Aid Minefield...........ccceerenvnvannnnnnniiicin e 243
Managing Crowds ... uviviiinnccminrcesitiisneenicreesesenesseeesssesessnessnsssans 244
OCCUPANCY CAPACILIES .1ivveeecciiitiiiiiiiiitiinteee et eseree st ree s e s eserenens 244
Assessing the situation ... 245
Simple methods of crowd management...........ccccoccevvienrnnirneeneennnns 247
Accidents Do Happen......cccvninciiminiiniinmiitiiseeseee e 248
What to do in the event of an accident? .......ccccooveeeeinnieiiiicnnienene 248
How serious is the accident?.........cccnviviiiniieeciinninnenneccieneneenann 249
Documenting any acCidents .......ccoeeviviiniiiiinininiiee e 249
Not just broken Bones.........cvvemeeieieiiiiiiie e 250
Chapter 13: Fail to Prepare, Prepare to Fail!
Contingency Planning...........covviiiiiiiiiiii i, 253
Four Steps to Being in CONtrol........cccecieniiiicceeee 253
Identifying the FisK.....ccveencsiriiiiiiciiisnti s 254
Assessing the impact that these risks may have on your event.... 254
Making @ PIan .......couunmmessmiessnisemi i 254
Reviewing the FISKS....cceiimmiiiiiin s 255
CoNtiNGenCy PIANNING ....vvvereseessscimsisimmsisnsiistiisii e s 255
POLEntial PrODIEINS ..oveeeeieiisisestssesessessmnesmsessensssissensesassssssesssssssessnsessssessenene 256
I don't care what the weatherman Says . . .......viererceenicrsennnens 257
Dealing With NO-ShOWS ..cccveeumeumiiniiininiinit e, 258
RUNNING OUL Of fO0A wuvvvvueeresmenessiissertssisssstssi e 259
Coping with structural COllaPSEes ..ot 260
Managing delayed deliVeries. ..., 261
Handling Show day OVEI-TUNS......ccoumsirismmsissimeintinistisitstsnisinssssnns 261

When darkness falls: Power supply failure............cccoooi 262



Table of Contents
Insuring Success: Getting the Right Cover .........ccccvonninnniinnnnn 263
Public Hability.......cccorermreininecsiniininiensinesieesseeeene e 263
Specialist INSUTANCE........cuiccieiieteeicreerresr et essre s srs e sssaens 264
Keeping Your Sanity in Check.......c..ccvnenvnnnnnnniniiennicnnnceiieen, 264

Part U: On the Day and Beyond................ccccccceveeeee. 205

Chapter 14: Measuring the Success of YourEvent ............... 267
The Importance of Meeting Objectives .......cccocviriinecenecniieienesneiene. 267
Reviewing the brief and budget ... 268
Accounting for external influences.......cooeiiinninnnnnnninnenns 268
Making a Measurement Plan ..........cccocvvieniniinnninnnnininninsniiceeensenn 269
Methodology OPLIONS ....ccceeerieriininretisinrerene et ee e 269
Standard metrics for measuring brand experience events.......... 274
Standard metrics for measuring employee-focused events......... 274
Putting your results into cOntext.......ocveiccciniiicnnnnicnenicnninennens 275
Measurement beyond attendees .........ccooevieeivincnesinnniinniin 275

Who can evaluate?........veeeniiiiineinsrenssssetisnisinistse, 275
What Your Analysis Should Look Like......covicvnniininninnniiinnnn., 278
De-brief MEEtING........ccccecvieerininecieese ettt 278
Calculating your return on investment..........c.coovviincniccnincninacens 279
Considering industry awards ........ccoceeenreeniincnciseniininennen, 279
Chapter 15: BuildingontheEvent...................ccoooalnlt, 281
Learning from Your MistaKes.........cocceniinnmnniensnemecinsniiniiceineneniennnses 281
Making Good Use of Your SUpples ......ccccecvevineiimniininnniiniiiiiniinnans 282
Dealing with LEftOVErS.......ccccvriimnennimien s 282
Making things t0 1ast .......c.cccvverrirmamimsesseeiessniiiniiti e 283
Post-event Marketing .........cccocivvnicscsninminiiies s 283
Don't let the story stop at home-time! .......ccocvvminninnnninnnnnnne, 284

A Dasic CRM ProCESS.....cuveieiimineesmsssesmsensessssisassisiessisiisiosisisnees 284
Feedback on feedback........ccccreereernmnmninnininnnnnesessiioniisienen. 285

Using photos and video content.........cueniecinininnnsnn, 285
Planning fOllow-up eVENtS......cciiininennreiiiiiinnnens 285

Part UL: The Part of Tenss........ccceeeccesecsncccessnsssaanneass 287
Chapter 16: Ten Types of Suppliers

You Need in Your AddressBook..............cvvivneniinnent 289
AmaAazing WIth AV ........ciiiiiiireciecrieessnents et issitsssscsssessasessssssassssessasas 289
Catering With Class.........c.ccvecveveivniririeeerierssreessieeesineassmssecssessessssessasssssnsssans 290
Sourcing StUNNING PrOPS .....c.coeeerveceermeeeionnineiiisinsesssesissisnssesssssssss 290

Providing Prit............o.ooiiiiiiiiiireeeereresseesesseesseesesssenssessnesesssesenseseessnes 290

xi




Xi i Event Management For Dummies

Getting it There: Couriers to TrusSt.......cccceeveeererirvvirncnerrniirrrecrrrneereeeeenonns 291
Blooming Great: Finding a FIOTist ........ccccveineiiinniieeiecce e 291
Entertain Me: Sourcing Talent ..........cocccveeevivrereniierrerieeeneeesinenirieeeeeeeeeeenens 291
Manning All Posts: Working with a Staffing Agency.......cccocoevvveninninnnaee. 292
Addressing the Chair (and Table)........coccoeiieiiiiniircccceccceeeeeae 292
Seeking FUIfiIIMENt..........ccocviriuecumnmenrniriiiieeiec i ceete s 292
Chapter 17: Ten Online Resources For Event Planners............ 293
Keeping Safe with the HSE Purple Guide..........ccocivvcieeciricirenvnnennrinnnen 293
Staying In Touch with the News ........ccocvciniecccincienr e, 293
Always Take the Weather with YOU ......cccoumiininiviinciicincecreiececee 294
GOOGIE.COUK ....eovereenineerinseiesisinensetsres st ss st et san et esbvesaraeonane s 294
Planning Your ROULE .....c.ccceveeerverrininiminnintinriniinnieniiis st st smeeeeeeeeseerees 294
Checking Out The COmMPetition .......cvieinieieiiieie 295
Finding the Perfect VENUEe ..........covviiiieniiiiniiniictiiniie e 295
Staying Up to Date with the Trade .......cccoovverrnninniiniiiceee 296
MiInding YOUr BUSINESS .....c.coccvvminnimivminmiimnenieieiiinee et e e seee e e s 296
Sustaining an Interest in Event Sustainability..........c..cccccccccvnvrviinnnnennne 296

Chapter 18: Ten Things to Have in Your Event

Kit during the Build and ShowDay............................. 297
USB SHCKS .....vevivercrienrsereeesisssssescssssessessacsassnessssssssenssseasessssnsenssessssesssesasases 297
A Printer and Paper........cccvinmniiimnienetitiiee e csene st et 298
General StAtiONETY .......cceceveerieirisnrrneeeieie ettt e e saereee 298
CADIE TIES v veirrerrrenreereesreesstests st sstt st saneses bbbt e sos e s aeranese e menasessnnssanss 298
Lotions for the Great QULdOOLS ........oveeireeiiiiiiiiciicneecineee e e e e seneaean 298
SNACKS ...eeveeeeerireiireeresesesseesosenessat st a bbbttt s b e et s e s b s s aenaseeeaan eeean 299
A Basic First Aid Kit.....cccoocvereenmmenninineiniciiiinicenre et et e e 299
BiN BAS ....coevivirieiererirerrreesessenssesessestssissssstsneesessennansasssassnsensssessesssnessosonssseos 299
SAFELY PINS o..uveeevevecererrereerenrsresaeseesssestesetesssesasseessnssessessessesssssssessssosssessssee s 299
Staple Gun and Staples .......c.ocveeviirirmrinirininiiie e 300

Chapter 19: About Ten Tips for Building a

CareerinEventManagement..................coiiiinnnnnn.. 301
Show Initiative at Getting Relevant Experience...........cccoccoccervirnnnnenn.e. 301
Volunteer Your Way into EVENES ...c.coeeviceninniiiiiiciccececceeees 302
Do You Qualify for a Career in Event Management?................cccoccoueeeene 302
It's All About Who YOU KNOW...cccoecriiiiininiccrninieeeeeetesree e eeeee e seee e 302
Targeted Marketing..........coouevevrieeisrnsasssssentnnnnnintesiiiieteee e eaeenesa e senesseennas 303
Be Open to Other Entry POINES ......covivieieieiiiinciiicccteesre e e 303
You Don't Need to Always GO It AlON€ ..., 304
DON't GIVE UD! ....e.eeirrerrerireceeninitseensssssestese ettt 304

IR c.....aeaeenceiasinnnnaasasnensniansniesinnsnecssssasacasas 305



