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Course Content & Outline

Section 1: Understanding Your Responsibilities

e Definitions of protocol and management.

¢ Duties and obligations of an event coordinator.

e Essential competencies for an event planner.

e The preparatory stage.

e Assessing your needs and linked risks.

e Choosing an event that matches the goal and audience.

e Creating an event blueprint, covering objectives, budget, and timetable.

Section 2: Setting the Scene

¢ Planning events throughout the year.

e Event schedule - how to plan the timings.

e Arrangements for various occasions.

e Corporate ethos for guaranteed success.

e Compiling the proposal.

e Understanding the rule of reciprocity when dealing with charity events.
e Props and venue layout.

Section 3: Risk Management & Preparation

e Managing the event stage and order of speakers.

¢ Sets, staging, and corporate branding.

e Catering, entertainment, and music based on cultural requirements.
e Ensuring safety and risk management.

e Dietary requirements and other health and safety information.

e Technology in and risk management.

e Frequently encountered errors and how to fix them.

Section 4: Social Media & Advertising for Your Event

e Extending media invitations - invites and press announcements.
e Using social media to advertise your event.

e The media office, press kit, and tokens.

* In-house media and staff preparation.

e Videography and photography for future advertising.



Section 5: Public Relations & the Transition Period

e Conducting interviews and providing information to interviewees.
 Finding the right contacts for your events.

e An insight into public relations and the integration of events.

e The PR transition process and the six-point PR strategy.

e The function of events in public relations and marketing.

Section 6: Wrapping Up Your Event

¢ Collaborating with dignitaries and other guests.

¢ Welcoming and saying goodbye in the right way.

¢ The after-effects of your event.

e Analysis and feedback generation.

e Enduring impact and lessons learned.

e Methods for achieving the WOW factor for future events.
e Task lists and scale down.
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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/bbC_-3uob7g?si=_ct9MK FRzxOm3w7
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