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Overview of event planning process 

 An event is a designed experience created in order to achieve a given purpose or 

objective(s) (Allen, 2007) 

 Categories of events  cultural celebrations, art/entertainment, sporting events. 

 Role of events  Expression of shared cultural meaning e.g. historical anniversaries, 

expression of pride in a culture or group and marking of special occasions etc.  

 Key industry players  Event specific organisations e.g. Mardi Gras Organising 

Committee, event owners’, event management companies, suppliers, venues, government 

agencies and industry associations. 

 Contextual factors  Legal/regulatory, political, physical environment, social, 

technological, organisational and environmental.  

 Event planning process: 

 

 

 

 

 

 

 

 

 

 

Event Initiation (1) 

Scope of the event: 

 Concept development  upon which the event creation process is built. 

 5 W’s: 

1. WHY is the event being held? 



2. WHO is the event directed at? 

3. WHAT is the event content or product?  

4. WHERE will the event be staged?  

5. WHEN will the event be staged?  

 Why  Purpose, Vision and Mission 

 Who  Intended audience 

 What  Event design elements 

 Where  Venue/Site choices 

 When  Considerations of duration, time and date of event 

 Event scope  A description of the event created and delivered to reflect the specified 

requirements as agreed between the event’s stakeholder(s) e.g. client, event management 

company, sponsors, funding bodies, permissory bodies (e.g. police, local council) etc.   

 Issues in scoping   

a. Need for stakeholder involvement (e.g. local council, police, RTA, client 

organisation, market, suppliers) 

b. Scope creep (Dealing with amendments) 

c. Scoping as the basis for creating a ‘statement of work’ (Defines what an event 

production company is required to do under any contract or agreement.) 

 

Event vision/mission/purpose statements: 

 Vision statement  describes a desired future outcome/state. 

 Mission statement  Seeks to clarify how an event will progress its vision. It states the 

events purpose, identifies the event audience and states the overall philosophy of the 

event organisation.  

 Value statement  expresses an organisation’s core beliefs. These statements act to 

identify and connect with the event’s audience.  

 Purpose statement  where events are simple/non-complex; and have a small number 

of stakeholders. 

 


