


Today’s Aims

• Review Assignment 2  - Completion Guidance. 

• Appreciate the importance of planning to ensure that success of an event.

• Discuss the nature of the strategic planning process as it applies to events

• Describe the various stages in event strategic planning process

• Construct objectives for an event which are specific, measurable, achievable, realistic and 
time specific (SMART)

• To investigate the logistical considerations of planning an event 

• To explore workforce planning
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Event Strategy 
➢A process that involves determining where an organisation is at present, 

deciding where it should be positioned to progress its mission, and the 
strategies and tactics needed to achieve that position



The Strategic Planning 
Process and Event 

Organisation

(Source: adapted from Grant, 2005)



‘Your’ Practical Event Focus

• Consider your own event and 
consider it against the Planning  
/ Operations Process Slide 

• Take 15 minutes to reflect. Have 
you covered all aspects of the 
planning stages?



The Strategic Planning Process and Event 
Organisation

Concept or intent to bid
• Preliminary stage

Feasibility study
• Formal analysis of the event’s potential
• Crucial for public funding (grants)

Decision to proceed or cease
• Directly determined by feasibility study

• Can you think of any examples of where there is a ‘BID’ Process for 
events?



The Strategic Planning Process and Event 
Organisation

Formation of a bidding body and bid 
preparation:

Developing a timeline for the bid 
document

Responding to each of the bid criteria

Identifying key elements of past 
successful bids

Preparing the bid document

Presenting the bid 

Lobbying in support of the bid

Evaluating reasons for a bid failure



Events Proposals

• List all the elements that are essential to be added to 
an Event Proposal - - Consider how much detail is 
needed!

Refer back to your assignment brief for guidance



Contents of the Event Proposal
(Source: O’Toole, 2004)



Example: Liverpool's bid video to host the 
Eurovision Song Contest

(The Guide Liverpool, 2022)



The Strategic Planning Process and Event 
Organisation

• Simple structures

• Functional structures

• Program-based matrix 
structures

• Multi-organisational or 
network structures

Establishment of an 
organisational structure:



The Strategic Planning Process and Event 
Organisation

Strategic Plan:

•Purpose, Vision and Mission Statement

An event planning mission statement is a 
short, written explanation of the purpose and 

values of you or your organisation.







The Strategic Planning Process and Event Organisation

Strategic Plan:

•Goals and objectives
➢economic
➢attendance/participation
➢quality
➢awareness/knowledge/attitudes
➢human resources



Goals and Objectives

For example, if your purpose is to profit from ticket sales, you might 
use the following approach to measuring success:

• Goal: Generate twice as much revenue from ticket sales versus your 
costs for organising the event.

• Objective: Sell a certain number of tickets at various price points to 
ensure you hit your goal. Your objective should be something you can 
realistically achieve. If ticket sales from previous or similar events 
haven’t reached your objective, you might need to reconsider your 
goal.



Sample…. 



Over to you….
Using the information in this 
session and earlier weeks, 
revisit your event aim and 
objectives. 

Spend 15 minutes 
reviewing - - are your Aims 
/ Objectives specific 
enough? 

• 1 Aim

• 3 Objectives 



The Strategic Planning Process and Event 
Organisation

Strategic Plan:

• Situation analysis

• Identification of strategy options

• Strategy evaluation and selection

• Operational planning



Situational Analysis

• Political/legal

• Economic

• Social/cultural

• Technological

• Demographic

• Physical/environmental

• Competitive

Situation analysis is the process of collecting, evaluating, and organising 
information regarding an organisation's internal and external environments.

Consider  KEY IMPACTS AREAS: 



Figure 7.2 SWOT Analysis

Situation analysis also involves evaluating the business's strengths, 
weaknesses, opportunities, and threats (SWOT analysis).



Strategic Planning for Existing Events

• For recurring events (e.g. annual concerts), organisers 
must:

• Conduct an appraisal of current situation faced by the 
event

• Review the organisational structure and previous 
strategic plan and make minor or major changes where 
needed



‘Planning Stages’ Summary
Strategic planning process provides an event organisation with a 

systematic approach to the challenge of planning and delivering 
successful events.

Preliminary stages involve the decision to proceed or not to proceed 
with an event.

Appropriate organisational structure is needed

An event organisation following the strategic planning model would 
then progress to establish a strategic plan.

Flowing from the implementation, depending on its mission or 
purpose, will potentially be a range of legacies.



Events Operations and Logistics

Q&A

•What needs to be considered in relation 
to Events Logistics - - what does this 
involve?



Logistical Considerations in the 
Planning Phase

•Destination knowledge

• Venue sourcing and accommodation

• Site inspections

• The venue report

• The infrastructure

•Working with vendors and subcontractors

• Contingency planning

• Event set-up
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Logistical Considerations in the 
Planning Phase – Cont’d

•Meeting rooms/lay out plans

•Air and ground transportation 

•Pre-event catering planning

•Provision of drinking water

•The invitation and registration process

•Financial management 
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Further Logistical Considerations

• Load-in timings 
•Guest arrival times and patterns 
•The flow of people around the venue at key or busy 

times 
•A plan for on-site communication 
•Space for amenities
•Removal of waste and cleaning
•Determining requirements for VIP’s, artists and 

media representatives 
•Emergency planning and risk assessment
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‘Your’ Practical Event Focus

•Consider your own event and consider it against the 
Event Planning LOGISTICS

*Consider also SITE / VENUE Considerations

•Take 15 minutes to reflect. Have you covered all aspects 
of the planning stages?



Areas for Consideration at the 
Venue Site Inspection

1. How many rooms does the venue have of the same 
standard to accommodate delegates?

2. How many suites and junior suites does the hotel have?

3. Is there Wi-Fi and fast connectivity in each room?

4. What other events will be taking place in the venue at the    

same time?
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5. Has the venue/hotel had previous experience dealing 
with similar groups?

6. Is there an early check-in, late check-out facility for 

group bookings?

7. What car park facilities are on-site?

8. How long is the transfer time to major transport links?
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9. What discounts are the hotel prepared to offer for 
delegates and crew?

10. How long will the hotel hold provisional space for?

11. What are the hotel payment terms?

There are several points to consider as part of venue site 
inspection - -reflect on your own event with respect to 
these!
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What about Man-Power and Operational Delivery 
at ‘Your’ Event?

•Consider all staffing requirements (including all 
stakeholders) that would be essential at your event 
for its ‘smooth’ delivery.

EVENT 
STAFFING: 



Key On-Site Stakeholders

• The Conference/Duty Manager

•Catering Manager 

•AV/Technical Manager

• Security Manager

•Health and Safety Manager
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On-Site Operations

✓Venue facilities/lay-out plans

✓Staff resources, contact details and duty rotas

✓Registration and signage

✓Event programme and timings

✓Speakers and/or entertainment

✓Food and beverage details

✓Cloakroom, toilet facilities
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On-Site Operations

✓Transportation/parking

✓Accommodation and rooming lists

✓Movement and distances and audience flow

✓Technical and production aspects

✓Audience disabilities and any special requirements

✓Emergency procedures

35



Infrastructure Planning

✓Outside space?
✓Specialist structures 
✓Create a ‘temporary’ venue
✓Unique and bespoke
✓Temporary or pop-up structures
✓They can also meet a specific client brief 
requirement
✓The cost of building a temporary, pop-up, or 
specialist structure?
✓Infrastructure considerations of catering areas
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Capacity Planning and Provision

➢Safety

➢Safe Capacity

➢Legal capacity

➢Crowd prediction 
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Workforce Planning –
Choosing the On-Site Team

➢Who is in charge?

➢Who will liaise with the client or budget holder?

➢What specialist skills are required to deliver the event?

➢How many additional staff or freelancers will need to be 
recruited?

➢What tasks will the various team members carry out?

➢Who in the team will do what?
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Choosing The On-Site Team

• What will the support staff do?

• What will support staff and any 
volunteers do?

• What do they need to know?

• Who are the key supplier contacts 
and who within the team will they 
liaise with?
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On-Site Training

✓Overview of the budget holder 
✓Event detail and programme overview
✓Introduction to core planners 
✓Roles and responsibilities of freelancers and tasks 

involved
✓Health and Safety details and risk management
✓Duty rosters, team structures, shift patterns and 

timelines 
✓Code of conduct and any on-site rules and  

regulations 



Overview -
What makes event projects succeed?

• A good project charter

• Good use of project tools

• Strong project management

• Good workforce planning, the right people with the right skills and 
training

• A good decision-making structure

• Good communication

• Team members working towards common goals

• Sponsorship/Funding
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