
Event Management - Notes 
 

Introduction to Event Management 
 
What is an Event?  
 
An event is a unique market offering that represents the amalgamation of products and 
services to support the delivery of the event experience 
 

Conceptualizing the Events Industry 
 

There are numerous ways to conceptualize the events industry:  
 

• By event themes – Ie: sports, business, arts, cultural, music 
• By event size – Ie: local community event, major public event, mega-event 
• By audience  
• Profit vs. Non-profit  

 
This can be further broken down into:  
 

• Corporate/business à conferences, seminars, product launches, seminars, etc… 
• Professional associations à industry specific trade conferences, award nights, etc… 
• Education/schools à open days, on-campus events, etc… 
• Media/advertising à marketing events, promotional activities, etc… 
• Cultural events à music, theatre, opera, performance, visual arts, etc… 
• Community/NGO’s à fundraising, street fairs, awareness building, etc… 
• Special interest groups à international sports events, public events, etc… 

 
Key Industry Players 

 
• Event organizers  
• Event management companies  
• Suppliers  
• Venues  

 
Requirements for Event Managers  

 
• Wealth of knowledge around marketing, administration, operations, etc… 
• Local knowledge and detail (context)  
• Personality traits  
• Code of ethics  

 
The Event Project Management Process 
 
The event project management process views events as projects that require management 
 
A project à refers to a complex, one-time effort limited by time, budget, resources, and 
performance specifications designed to meet customer needs 
 



The Event Planning Process 
 
The event planning process essentially includes initiation, planning, delivery and shutdown. 
Throughout the process, a number of contextual factors must be considered  
 

 
 

Event Initiation, Planning, Delivery & Shutdown 
 

1. Event Initiation 
 
Event initiation refers to the process of establishing the event vision, mission, purpose 
 
Some activities during this stage include:  
 

• Establishing goals and objectives 
• Determining the scope of the event 
• Conducting a feasibility analysis 
• Bids and bidding process 
• Tenders and client briefs 

 
2. Event Planning  

 
Planning refers to the processes that support the planning of an event 
 
Some activities during this stage include:  
 

• Budgeting  
• Supplier selection, contracting and management 
• Venue selection, layout and design 
• Human resource management and volunteers  
• Risk management and contingency planning  
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3. Event Delivery 

 
Event delivery refers to the processes that support the delivery of an event 
 
To assist with the delivery of an event, a number of tools can be used including:  
 

• Gantt charts  
• Running sheets  
• Production schedules  
• Checklists  
• Manuals  

 
4. Event Shutdown 

 
The event shutdown stage includes the actual event shutdown, event evaluation, 
knowledge management, and legacy management 
 
* throughout the about 4 stages there is constant monitoring and controlling  
 

Contextual Factors 
 

A number of contextual factors affect the execution of events including the legal/regulatory, 
political, physical, social, technological and organizational environment  
 

1. Legal/Regulatory Factors 
 
Refers to any legal/regulatory factors that affect events – Ie: legislation surrounding health 
and safety, privacy, copyright, road closures/public space use permissions, etc…  
 

2. Political Factors 
 
Refers to any political factors that affect events – Ie: levels of support (Ie: grants, event 
development agencies, or cooperation from local councils), current monetary policy stance, 
budget priorities, etc…  
 

3. Environment Factors 
 
Refers to any environmental factors that affect events – Ie: the general “push” from 
consumers for businesses to become more environmentally friendly 
 

4. Social Factors 
 
Refers to social factors and trends that affect events – Ie: population and lifestyle changes, 
changes in culture and fashion, customs/trends/religion, other social trends 
 

5. Technological Factors  
 
Refers to the use of technology in events – Ie: using technology to simply the event planning 
and delivery process, new technological developments, innovations, etc…  



Event Initiation (1)  
 
Event Concept Development 
 
Event concept development is the foundation upon which the event creation process is 
built. It includes the why, who, what, where, when and wow regarding the event 
 

1. Why - why the event is being held – Ie: purpose, vision, mission, goals and objectives  
 

2. Who - includes any individual (either internal and external to the organization) that 
will gain some form of gratification from the existence of, or attendance of an event 

 
3. What - what is the actual event, and what does it offer. It is essential that the goals 

and objectives of the attendees and the organization are aligned   
 

4. Where - the venue of an event should be linked to its purpose, the needs of the 
target market, operational concerns, etc… 

 
5. When – refers to key considerations regarding the timing and duration of the event. 

It is imperative event organizers account for factors such as competing events, 
weather conditions, availability of attendees, etc… 

 
6. Wow – event organizers should consider how to give an event a “unique selling 

proposition” or wow factor 
 
Key Elements of an Event 
 

Event Scope 
 

The scope of the event refers to a concise and accurate description of the event that is to be 
created and delivered that reflects the specified requirements as agreed between the 
event’s stakeholder  
 

Vision Statements 
 

A vision statement does not need to be written down, but must be understood and shared. 
It is a long-term statement that serves to provide focus towards a desired outcome 
 

Mission Statement 
 

A mission statement is usually short term and can be time-specific, and conveys a simple 
understanding of the event and what it is trying to achieve  
 
 A comprehensive mission statement will:  
 

• State the events purpose  
• Identify its beneficiaries and customer groups 
• Indicate the broad nature/characteristics of the event  
• State the overall philosophy or values of the organization conducting the event 



Value Statements 
 

A value statement is an expression of an organization’s core beliefs 
 
Value statements usually:  
 

• Guide decision making  
• Ensures that all stakeholders are on the same page 
• Establish organizational and individual priorities  

 
Goals  

 
Goals provide direction to those engaged in the organization of an event. Goals tend to 
expand on the mission statement  

 
Objectives 

 
Objectives quantify progress towards an events goals – Ie: they set performance 
benchmarks, and should be SMART. Event objectives can be attendance/participation 
related, economic related, or quality-related  
 
SMART à specific, measurable, achievable, realistic and time-specific 
 
Event Initiation (2)  
 
Event Feasibility 
 
To ensure maximum success with as little wastage as possible, it is imperative that event 
organizers consider the feasibility of events. This: 
 

• Helps to analyze the event concept in more depth 
• Reduces the risk of a wasted investment in time, resources and money 
• Helps reduce the event project planning time for the event 
• Allows for more informed decision making  

 
Event Feasibility Study 

 
An event feasibility study addresses the following:  
 

• Marketing feasibility 
• Financial feasibility 
• Operational feasibility 
• Other – Ie: legal, cultural, political context  

 
Important to note à an event feasibility study does not help to identify new ideas/concepts 
for an event, and will not determine if an event should proceed – it does however provide 
the basis for decision making 
 
 


