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Event management: how to plan and run a great event (part four)
In this section we’ll be focusing on what you need to do to plan for the day of the event and what happens once the event has taken place, including post-event communications and the evaluation of your event. 

One of the best ways to lessen on-the-day stress is ensure you have enough staff and helpers to help you run the day – don’t think that you can do it all by yourself! List all the tasks that need to be done on the day, no matter how small, and set up a staff rota allocating responsibility to others. Ideally, none of these tasks will be assigned to you so that you can be available to problem-solve and ensure everything runs smoothly and on time. 
It’s also really important to have a good contingency plan. In particular, work out what you will do in the event of bad weather, speaker illness or cancellation, and travel disruption.  Less dramatically, decide what you’ll do if your timetable slips: allowing for a certain amount of late-running is always advisable when planning an event schedule.
Once you’ve made a plan, ensure that both attendees and colleagues know what to do in the event of disruptions and that staff know who the main point of contact is on the day. All participants should know who to contact in the event of an emergency, and the ways in which they can get in touch.

In the final weeks and days of preparation, think through the event as if you were attending it. What would you need to help you navigate the event on the day? For example, clear signage for the toilets and a map of the event. Other tasks will probably include:
• conducting a risk assessment of the venue and ensuring familiarity with health and safety regulations  

• send final numbers for catering and rooms set ups to the venue, or preparing the event venue itself – for example, setting up seating and laying out refreshments, checking any technical equipment and obtaining passwords or keys for security-locked equipment.

• creating a staff or volunteer rota and ensuring they are briefed about their role on the day. This might also include briefing speakers or venue and supplier staff, such as the audio visual and catering teams.

• preparing any materials, such as name badges or lists of attendees, and assembling packs (these may include maps, promotional materials and a list of key contacts). 

• thinking about whether to ask for feedback on the day or at a later date, and designing and printing feedback forms if these are to be distributed at the event. 

• determining what equipment is needed and obtaining this and other materials. For example laptops, scissors, return address labels and tape. 

• creating or obtaining signs for venues and car parks; making venue maps or floor plans. 

• booking couriers for your event materials and ordering transportation for attendees or entertainers and speakers. 

At this point it’s also worth thinking about promotion on the day of the event. Think about whether you should invite the press and if you’ll be tweeting and updating social media on the day.
Now on to post-event management and evaluation. Let’s assume you’ve had the event and you’re finally able to relax. 

While you might be tempted to think that the event management finishes once the event has taken place there are still a number of things you’ll need to manage so you can’t relax just yet. Your event doesn’t end when the last person has left. You will of course need to pack up all your equipment and materials. If things have gone well, build on your success immediately and start to involve any contacts that you might have made. If things haven’t gone as you’d hoped, analyse what went wrong and determine how you can plan for future success.
Firstly and most importantly, thank everyone who has attended or otherwise contributed to your event. If you don’t let them know they’re appreciated, they’ll be less willing to support you again. 
Follow up with new contacts straight away by letting them know more about your organisation, its work, and the events you’ve got coming up in the future. Encourage sponsors or other high-profile supporters to engage in longer-term relationships.
Make sure you give feedback to the venue, suppliers, entertainers and speakers. This doesn’t necessarily have to be formal, but if there is something wrong it is important it is raised as soon as possible after the event. 

As a minimum, ask all those directly involved in the event for their feedback on what worked well and what didn’t; ask for their suggestions for improvement. Most importantly ask your attendees for their perspective on the event. You might ask them to fill in a brief questionnaire or survey. An example can be downloaded from the webpage of this course for you to tailor to your needs. 
When asking for feedback, it’s worth weighing up when and how you ask for comments. Feedback forms distributed on the day may elicit a high level of response, but comments might not be as considered as those obtained by forms sent out at a later date. Think, too, about providing an incentive of some kind to those who respond such as vouchers for future events, and always let people know that their comments are valued. Remind them that their feedback will ultimately help you to put on even better events in the future.
At this point it’s actually worth thinking ahead to those future events and whether you can use any of feedback for future publicity. For example, did your event generate media coverage that you can use and have you asked your attendees if you can use any positive comments? 
You could also pinpoint a particular part of the event for more in-depth analysis, such as the pre-event communications, workshops or speakers and record any learning points that emerge so you can feed them into the planning next time. This might be particularly useful if you have tried something new for the first time.
A good way to evaluate the overall event management and planning process is to use a SWOT analysis - Use this to identify the strengths, weakness of the event and the opportunities and threats when thinking about running the event again. 
To conclude let’s have a quick look at what we’ve covered. 
In the first part we looked at setting aims and objectives for your event including the budget, in the second part we talked about planning for and the resources you may need to consider or purchase. Part three covered managing the attendees and promoting your event and the final part focused on on-the-day and post-event management as well as the evaluation process.

And just one final thought – remember that you are not alone when managing an event. It’s about a team of people, whether paid staff or volunteers, coming together to achieve the aims and objectives originally set out. I hope you now have a better understanding of the steps involved in organising an event and feel more confident in carrying out the processes. 

I hope this was useful and good luck with your future events!
