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Plan and Conduct Special Events

	Purpose

This lesson will explain and demonstrate how to effectively plan for and conduct a community, school, or public affairs event.   You will learn the categories of issues to be considered and what questions you should answer in order to have a well-planned event.  You will also learn about how to follow through, close out an event, and evaluate how things went.


Introduction

Regardless of the career path you follow, you may be called upon to help plan for and conduct a special event.  You may be asked to help plan an event while you are still in school.  Special events can take place at school or within the community. They can also be public affairs events encompassing a larger or more specific audience.

A special event is a one-time occasion focused on a definite purpose such as a school assembly, an awards banquet, a community clean-up day, a job fair, or a public debate.

A one-time special event is different from ongoing programs such as a lecture series, club meetings, weekly practices, or monthly homeowners meetings.

Planning and conducting an event is something anyone can do, provided he or she is willing to follow certain basic steps.  These steps can be divided into several categories: planning, logistics, organization, promotion, follow-through, and close out.  Each category raises issues and questions for you to answer.

Planning

The planning stage for an event is the most critical, if you are aiming at success.  Having realistic goals and a knowledge of an event’s operational requirements are the first steps to hosting a well-managed, financially successful event.  If you do not start out with a clear roadmap of what success looks like for your event, there will be no way for you to tell whether or not you achieved what you were hoping for.  Many issues and actions come into play during the planning stage.  There are many questions to answer.

· What is the purpose for the special event?  Is the purpose important enough to merit the time and expense needed to properly stage, publicize, and evaluate the event? 

· What will be the publicized theme of the event?

· What is the proposed budget for the event?

· Is there a specific audience to be defined and reached?  Can that audience be assembled?  Is there more than one audience?

· Does the theme or purpose of the event relate to a specific location or area or is it too general for a localized event?

· Does the event relate to a specific date or occasion?  Is there another event at that time that may compete for attention?

· Is the event suitable for media coverage?  School paper?  Local paper?  Television coverage?

· What are the minimum and maximum amounts of people that can attend the event?
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Logistics

During the logistics stage of an event, you try to figure out how everything is going to come together.  The logistics are the details that will make the event go smoothly.  If you leave out the details, your event could turn into a nightmare.

· Where will you hold the event? Is there a contact person for the facility?

· Will there be food?  What type of food?  Will you allow for dietary limitations, such as attendees who are vegetarians? 

· Will there be a charge for the event?  How will you determine the appropriate amount to charge?  What will the fee include?  What will not be included?

· How will you follow through on the theme of the event?  Will there be decorations?  Will there be a need for graphics?

· How will you select the outside speakers or presenters of the event?  How will contact be made?

· Who will provide technical support?  What type of technical support will be needed?

· Will attendees be traveling to this event?  How will travel be arranged?

· If there are separate activities within the event, where will they be held?  How will they be scheduled?

· Will attendees register for this event?  How will they register?  Where will records be kept?

· Will there be souvenirs, awards, or certificates for the events.  How will they be arranged?

· Will there be printed materials?  How will they be produced?

Organization

Now that you know what your event is about, who it is for, and some of the issues with which you have to deal, it is time to think about who will do all this work.  There is no need for you to feel overwhelmed.   You may already have a chair and members of your planning committee.  Perhaps they worked with you during the planning and logistics stages.  

During this stage, you should create a checklist to make sure everything gets done.  The checklist should have milestones and dates by which each action should be completed, and who is responsible for the action.  Here are some other issues related to organization.

· Who will chair and serve on your committee(s)?  How will they be selected?

· Who will draft a calendar of events to see when each decision must be made or each activity must take place in order to be ready on time?

· Who will be in charge of the food?  Will it be delivered or will it need to be picked up?

· What is the budget for this event?  How much money does each committee have in its budget?   How will committee members be reimbursed for expenses? 

· Who will collect the money from registrants?  Where will the money go once it comes in?  

Promotion

If you do not promote your event, no one will show up.  Formulate a publicity plan.  Decide when and how media should be contacted.  Be sure to alert the media of photo and interview opportunities.

· How will you notify potential attendees?  What medium will you use? Phone? Flyer? Word of mouth? Radio?  Newspaper?

· What do you need to tell potential attendees to encourage them to come?  What will attract your targeted audience?

· With what frequency do you need to publicize your event?
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Follow-through

As the day of the special event approaches, your work is far from over.  You should not leave anything to chance or take anything for granted.

· Is the production of event materials on schedule?

· Have you ordered all gifts, awards, or certificates?

· How is the registration going?

· Have the nametags, signs, or invitations been produced?

· Have all the food and beverages been ordered?

· Have you scheduled a “tie-down” meeting just before the event to go over all last-minute arrangements for all committees?

· Have you arranged for a complete clean up of the facility where you are holding the event?  Who will help with that?

Close-out

Once the event has taken place, there is still plenty of work to do.

· Have you developed ways to evaluate the event’s success?  Did you reach your target goals for attendance or the amount of money raised?  If not, why not?

· Have the attendees evaluated the event?  Did you reach your target goal for this evaluation?

· Have you documented the things that went well and the ones that missed their mark?  This type of documentation will help others hold similar events.

· How did the vendors that you used work out?  Are there any vendors that should not be used again for future events?

· Were any items omitted from your checklist that should have been there?

· Have you sent out any thank-you notes to special guests or presenters?

· Was the event worth repeating?

Conclusion

If you are called upon to plan or help plan an event, it is worth making the time and effort to do it correctly.  How well the event comes off will reflect on you and your reputation.  If you produce a well-planned, well-organized event, you will gain the respect of others.  People will anxiously await the next opportunity to attend an event organized by you.

Remember to plan everything, make a checklist, get others to participate in the planning, and follow through on all your planning.  Good organization will lead to a successful event. (
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