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Event Planning

The eyes of the world will be focused on Chinese event planners in 2008.
China, having earmed the worldwide respect and prestige that comes from submitting
the winning bid for the 2008 Summer Olympics for Beijing, also won the opportunity
to grow their event planning business — both locally and internationally — and attract
interest in their country and their event planning abilities in unprecedented ways.
Successful event execution before, during and after the 2008 Beijing Summer
Olympics will be of paramount importance to ensure favorable media coverage,
continued worldwide admiration and create demand for the level of expertise that will
have been on display for the world to see.

Event Planning provides event planners with a solid foundation of professional
industry knowledge. The event planning principles that are outlined in this book
have a proven history of success and can be applied to events — business, social or
non-profit — being held locally as well as out of country.

Chapter 1 teaches planners how to identify and qualify their event objectives.
In order for an event to provide a return on investment for the person or business
hosting an event, personal and professional objectives must be determined before
planning begins. How to ascertain the purpose of an event will be covered in this
chapter. Event visualization techniques are covered in this chapter. Event visu-
alization is one of the most important event planning skills to acquire. Planners will
also learn the best way to establish their event budget. Planners will also learn how
to break down their proposed budget in a way that will help them and their clients
make informed event decisions and avoid any budget surprises at final reconciliation.

In Chapter 2, planners will be taught how to organize and operate their event
and how to best map out their timelines so that important steps will not be missed.
Planners will learn how to choose the most auspicious date for their event as well as
how to prepare their event’s critical path and function sheets.
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Site selection, location requirements, the pros and cons of different venues and
contract issues will be covered in Chapter 3. Selecting the fight venue and location is
critical to the success of any event and readers will be guided on questions to ask,
what they need to look for, and look out for, in this chapter.

Event transportation considerations are discussed in-depth in Chapter 4. What
event planners need to know — from parking to special handling of limousines and
motor coaches — during airport arrivals to day of operations is fully covered. Vital
transportation questions and answers are also included in this section.

Chapter 5 takes planners through guest arrival. Key guest arrival subject matter
such as weather conditions to plan and prepare for, guest meet and greet fanfare,
event registration and guest pass security are reviewed here.

How to stage your event is covered in Chapter 6. What planners need to
know — with respect to audiovisual, lighting and staging requirements and room
layout — before signing venue contracts is fully examined. The question and answer
sections will help planners to avoid costly mistakes — financial and otherwise — that
could jeopardize the success of their event.

How to choose and prepare a guest list, invitation considerations and selec-
tion, having the media and children at your event are topics covered in Chapter 7.
Guest demographics play an important part in designing an event that will meet and
exceed expectations of both the invitee and the host. »

Becoming a master of menu planning — being able to select the fight food and
beverage — that complements your event is an important expertise to acquire.
Chapter 8 teaches planners what they need to know to design an event and a menu
that is pleasing to all the senses. In this chapter planners will also learn about dif-
ferent service styles, important room layout and staffing considerations that will leave
guests feeling well looked after and having their personal comfort attended to.

Décor, entertainment, themes, photographers and finishing touches are cov-
ered in Chapter 9. These essential event elements and event enhancements — each
with their own set of critical and technical components — are fully covered in this
section. Important cost considerations — move in, set up, day of, tear down and
move out requirements — are outlined for each. Savvy planners are well versed in

knowing and anticipating their event supplier needs and this chapter will teach
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planners what they need to be aware of before they request a cost proposal or contract
a supplier’ s services. Chapter 10 will take planners through and to their next event.
Essential day — of and post — event responsibilities are discussed in this chapter.
Appendixes with sample cost sheets, payment schedules and function sheets will
provide planners with event planning tools for budget management and successful
onsite orchestration and event execution. The event planning principles outlined in
Event Planning are relevant to all styles of events from business functions and
business entertaining events such as meetings, corporate branding or marketing
events, conferences, conventions, product launches, client appreciation, golf
tournaments, sporting events and incentive programs to social celebrations — profes-
sional (gala fundraising, premieres, fashion shows etc. ) and personal (weddings,
anniversaries, graduations, retirement) and community events. They are also e-
qually applicable to events held locally or around the world and provide excellent
insight as to what international guests coming to China will be a‘nticipating in terms of

event planning design and event execution.
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