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Event management: how to plan and run a great event (part two)

Hello and welcome to part two of Event management.  So far we’ve looked at determining your aims and objectives, including your audience and budget allocation. In this part we’ll focus on identifying the key components when setting an events plan, how to plan for an event including creating a risk register, picking a date and venue, as well as the resources you may need to consider or purchase. 
Before launching head first into preparations, take time out to brainstorm with colleagues: they may have useful advice or raise points that you’d failed to consider. Ensure that you are all agreed as to your aims and objectives. 
Next, identify someone to manage the process and be in charge of the project plan. This could be you, or someone   who is able to have an overview of the whole project and make sure it runs to deadlines. 
There is a lot of work involved in running any event and it’s easy to overlook an important detail so planning and sticking to deadlines is key for its success. 

There is no hard and fast rule when creating your event plan as what you decide to do will depend on the type and size of your event and what resources you have available. Different factors such as the importance of a particular speaker attending, or your audience may mean that the order you decide to plan your event differs from the norm. However, every events plan should include your key milestones and who will take responsibility for organising particular elements; don’t try to do everything yourself and give people ownership to minimise the risks of deadlines being missed.   Factor in regular catch-up meetings with everyone allocated tasks in the planner. For many organisations a simple excel spread sheet would be all that’s required, but you may be lucky and have access to project management software.  
No matter what format your planner takes, start by listing all the milestone tasks that will need to be carried out. For example, coming up with a programme or format for the day, booking entertainment, booking a venue, event promotion, participant engagement, creating on-the-day materials, evaluation etc. 
Next, set a date. You may need to carry out some research first as you’ll need to consider factors such as school holidays, availability of venues and speakers, and even the expected weather conditions if it’s likely to affect your event. Also remember to take into account events run by other organisations that your audience might want to attend, or similar events that they might be asked to contribute or donate to. Download our checklist from the course website to help you identify anything that may affect setting the date of your event. 
Once this is complete and you have a rough idea of the time for your event you can start thinking about what tasks need to be accomplished by which dates. Working backwards from the date of your event can help to prevent stress and last-minute panics and help you decide when your milestone tasks need to be done by. Calculating this will help you to gauge the amount of time you need to allow for preparation and exactly when the event should take place.

The next step will be to start filling in the details. Look at which tasks are dependent on others being completed. For example, to run successful workshops you’ll need know who will be delivering that workshop and the set-up requirements they require. If it’s a practical workshop they may require a room that can accommodate roundtables which might affect what venue you book. If they’re giving a PowerPoint presentation, you may need to order or book audio visual and IT equipment which should be added as a separate task. 
Use your planner throughout the preparation process to keep track of what’s going on when and use a traffic-light system to tick off tasks as they’re completed and flag any missed deadlines. 
Create a risk register for your event so you can log what the risks might be if you miss hitting the deadlines in the milestone planner. Include a description of the risk, its priority (high, medium or low), the actions you’re going to take to minimise the risk and who is responsible for the risk. An example risk register is available on the course website. 
Among the factors to consider at this stage are the resources you already have and those that you may need to obtain or purchase. Things to consider are:

1.
Venue

Will you need to hire or book a venue? There are numerous online resources to help you find a suitable venue and venue finding agencies. Agencies are free of charge and are a great way of saving you time and money as they have buying power to negotiate cheaper rates and do the leg work when searching for venue availablity and  quotes. 
Before signing the contract for your venue make sure you have visited the venue and are happy with the customer service of the staff, the food that will be served, the accessibility and that the layout won’t be confusing for attendees. Put yourself in your attendees shoes and walk through the event from start to finish so you can see where there might be bottle-necks or problem areas that might need solving before the day. 
2.
Insurance and audio visual equipment

Insurance and audio visual equipment is often, but not always, included in the fee for hiring a venue, so it’s important to be sure what is and isn’t included. Extra insurance – for example public liability cover – may be advisable for some events.
3.
Catering

Do you need to provide a meal for attendees, or will regular tea and coffee breaks suffice? How many people will you be catering for, and what dietary requirements might they have? Who will be responsible for dishing out and clearing up? Will the venue allow you to bring your own catering? Have you informed those attending if they need to bring their own packed lunches and refreshments?

If your volunteers are providing the catering, ensure that they have the right equipment to handle and store food safely, and abide by good standards of food hygiene. 
4.
Staff/Helpers

How many people will you need to help at your event in order to make it a success? Will these people also be participating in the event itself?
If so, you need to make sure their schedules are realistic. Will you need a person dedicated to reception/registration/welcome duties? Who will be your first aider? Do you need security? Do you need more than one of them? Have you checked if you need to arrange for a signer or interpreter?
Make use of voluntary and community organisation networks. 

Local volunteer centres are a good place to start. 
5.
Key attendees

Key attendees – such as speakers, workshop leaders or well-known figures – will need sufficient notice (between six and nine months for those with high profiles or if you’re planning a big event) and a clear, written brief. They’ll also want to know if they will be compensated for their time or have their expenses reimbursed. Remember to take into account issues such as accommodation, travel time and costs when sending out invitations.
So we’ve come to the end of part two.  In Part 3 we will look at promoting your event and attendee management.  
