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Course Content & Outline

Section 1: How PR Professionals Can Benefit from Events

e How an event can affect the business's future.

e Communication methods to strengthen your message.
 Relationship management.

» Developing your 6-point PR plan.

e Aiming at the right audience.

e Establishing a cohesive event management team.

Section 2: Establishing the Reasons for Your Event

e What are you trying to achieve?

e Your VIPs.

e Who to invite: stakeholders, clients, and fundraisers.
* Your refreshment and bathroom responsibilities.

¢ Selecting the best venue.

e Stage management and establishing the goals of your key speakers.

Section 3: Scheduling & Time Management

e Your run time order.

e How long should each section last?

e Refreshment breaks to maintain interest.

e How networking can benefit you and others at your event.
e Budgeting for staff time and experience.

e Managing contractors.

Section 4: Social Media & Live Media Issues

e Advertising your event.

e How to reach the right audience.

 The effects of social media attention.

e Conducting interviews on key attendees.

e Your lasting records for memorabilia and modification.

¢ In-house media attention.

Section 5: Making the Experience Memorable

¢ Assessing your budget and deciding between essential and non-essential.



e Accommodation and extras.

e Providing outstanding service.

e Understanding multiple learning styles and communication methods.
e Seating and activities.

e Entertainment opportunities between scheduling.

Section 6: Dealing with Issues on the Day

e Your risk assessment and creating a contingency plan.
* How to deal with accidents or health and safety issues on the day.
e Corporate sign-in to gain a contact list for future events.

Section 7: Evaluation & Feedback

e How did the day go?

¢ Collecting feedback from attendees.

e Pain points and how to avoid them in the future.
e What would you change?

e What would you do again?
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Mastering Event Management Protocol In 2025

Unlock the secrets of advanced events management and protocol to take your events to
new heights. Discover the importance of protocol, explore advanced techniques, and learn

.how to streamline operations, enhance communication, and manage crises effectively
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