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Section 1: Introduction to Event Planning

e Introduction to event logistics and operations.

e Vendor management and contract negotiation essentials.

¢ Basics of event marketing and promotional strategies.

e Event risk management and contingency planning.

e Integration of technology in the early stages of event planning.

e Sustainable event planning practices and considerations.

Section 2: Securing Funding for Events

« Identifying potential funding sources and sponsors.

¢ Developing a compelling and persuasive event proposal.

e Crafting effective sponsorship packages and benefits.

e Negotiating sponsorship agreements and partnerships.

e Leveraging social and digital media for sponsorship visibility.

e Creating a targeted and strategic fundraising plan.

Section 3: How to Manage Your Event Project Using Professional Tools

e Overview of key features in project management software.

e Understanding the role of Gantt charts in event project planning.

¢ Creating and customising Gantt charts for event timelines.

e Implementing RAG reporting for tracking project status and risks.

e Using RAG reporting to communicate project health to stakeholders.

e Integrating Gantt charts and RAG reporting for comprehensive project planning.

Section 4: Customer Service & Stakeholder Communication

e Developing and presenting event proposals that align with client objectives.
» Negotiation skills for successful contract agreements with clients.
e Client collaboration in the design and theme of events.

e Incorporating client feedback into event planning and execution.



¢ Providing ongoing updates and communication during event preparation.

¢ Budgeting and financial transparency in client management.

Section 5: Risks Assessments & Legal Obligations

e Resource allocation and workload management using project tools.

¢ Risk assessment and mitigation features in project management software.
e Document management and version control for event planning documents.
» Mobile accessibility and on-the-go project monitoring.

e First aid and medical support provisions for event attendees.

e Fire safety protocols and evacuation.

» Food safety and hygiene requirements for event catering.

¢ Alcohol licensing regulations and responsible service practices.

e Legal and ethical considerations in client management for events.

Section 6: Evaluation & Future Trending

e Incorporating diversity and inclusivity trends in event programming.

e Understanding the role of experiential and immersive trends in events.
e The influence of health and wellness trends on event experiences.

* Navigating economic factors affecting the future landscape of events.
e Adapting to changing regulations and compliance standards in events.
e The role of artificial intelligence and technology in events.

e Leveraging data analytics and metrics to predict event trends.
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UNDERSTANDING EVENT AND CONFERENCE MANAGEMENT:
A COMPREHENSIVE GUIDE
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YouTube Video

https://www.youtube.com/embed/qegb6TdgdNGU?si=)6cXBKIn2wOFeT4a
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