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Training Methodology
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Course Content & Outline

Section 1: Developing Your Strategic Meeting Plan

¢ Uncovering your event goals.

* Your sustainability and contingency plan.

e Selecting the right speakers.

e Invites and mutually beneficial relationships.
 Creating a strategic meeting agenda.

Section 2: Your Financial & Risk Management Plan

e Planning for risks.

e Relocating or health and safety issues.

e Planning within a budget.

e How to make your event seem expensive on a budget.
e Making the meeting memorable.

¢ Provide evidence of meeting requirements to show benefits.

Section 3: Stakeholder Management

e Planning to negotiate.
* Have room for movement.
 Anticipate your stakeholder’s requirements.
e Learn to meet in the middle but stay strong.
e Listing your plan’s benefits to reach a positive outcome.
e Manage stakeholder relationships using strict contracts but with a friendly and

approachable attitude.

Section 4: Delivering a Message

e Approach appropriate key speakers.

¢ Plan out the message beforehand.

e Hiding difficult messages between positives for a better reception.
e Learning styles and how to use them.

e Make your event memorable with fun activities.

Section 5: Event Design & Location

* Discussing event size to determine location.

e Remote vs. face-to-face events.



e Refreshments within budget.

¢ Facilities management and cleanliness.

¢ Seating and sound options to ensure full visibility and audio success.
e Health and safety procedures and event location layout.

e On-site communications for contingency.

Section 6: Marketing Your Meeting or Event

e Open invite or invitation-only - who do you plan to invite?

e Marketing your event - social media, billboard, or internet advert.
e Event promotion and feedback.

e Asking for constructive feedback to make future improvements.

Certificate Description

oo aoaill aladl Bulgad (e 58, Liall Juanpi o lady dug paill 855000 sda alai] aie Holistique Training.
A g 5ISI] Bl ey 557 g ecmai 1Y e A suill 85 5ull 6 5laSy 5 g punny cudll il s (e-Certificate)
o Holistique Training.

wlsled Holistique Training gudill gty 5l Gulaall O Basine (BAC) el askill slatel doas g
saiuall (CPD). sulee 35 sasize Ll LS 1SO 9001 5ISO 21001 5ISO 29993.

sabusell gigall 5y shill Ll eia o3y (CPD) alos] 8ulgsd e il sia selitus <lslslgd s oo §55al wigd
o i aill Holistique Trammg slaicl Loaa ,yleal gy CPD, il e it CPD iclw JS e saaly
A_LM5OAJAAG‘A§IAAJMUQAJIUSA43 5l G ssaa CPD Wl Londi sanly 5,50 Y.

Categories

@JL‘MJI FEYRY R YR P ] -1 | I Y L L | P YR

Related Articles

]

Effective Meeting Management: Unlocking Productivity And Collaboration In The
Workplace

Learn how to optimise your meetings for productivity and collaboration. Explore the
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importance of meeting management, discover practical tips, and understand the evolving

Jlandscape of meetings in 2024




