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Course Content & Outline

Section 1: Why Are Events a Good Idea for Your Business?

e What you need to be a good events manager.
e How an event can transform your business.

¢ Deciding on your event goals.

Section 2: Market Research and Understanding What’'s Required

e Surveys and qualitative data - what does your audience want?
e Competitor events and their wins.
¢ Develop a vision that is consistent with your brand.
e Select the right venue for your clients.
e Compelling advertising to pull in the right people.

Section 3: Cost-Benefit Analysis to Achieve ROI

e Developing a cost structure - where do you want to spend, and where should you look
to save?
e Budget control and stock management.
¢ Setting a contingency plan.
e Insurance plans and documentation.

e Renting and decorating your space.

Section 4: Planning Your Day

e Setting SMART objectives to achieve.

e Developing a timing structure to keep you on target.
¢ Innovative themes that cater to your audience.

e Accessibility considerations.

e Gantt charts and their uses.

e Contacting suppliers and setting expectations.

Section 5: Invitations and Attendees

e Your VIP list.
e Filling the room.
e Social media marketing.

e Invite only - signing off your guest list.



e Prebooking scenarios.
e Guest speakers and activities.

e Setting up conference registration activities.

Section 6: Executing the Event

e First steps from planning to implementation.

* Greeting guests and finding seats.

» Catering obligations and dietary requirements.
e Scheduling your activities.

Section 7: Managing an Events Team

 Effective delegation.
* The basics of hospitality.
e Team briefings and responsibilities.

e Creating an events committee.

Section 8: Risk Management

¢ Risk assessments before and during an event.
¢ Health and safety considerations.
» Documenting risks and mitigating problems.

¢ Creating an emergency contact list.

Section 9: Evaluation and Feedback

e Lessons learned - what went well?

e Measuring successes through feedback.
e Inviting media attention for reviews.

e The importance of event team feedback.

e Preparing a final report.
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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

YouTube Video

https://www.youtube.com/embed/2MbTRVMO0efQ?si=t2nejvFungLqlMvW
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