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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

Taking a Strategic Approach to

EVENT PLANNING

¢ b c'> ¢ S

® & &E) it 9 %

TARGET BUDGETING SCHEDULING LOGISTICS ~ LOCATION ~ MARKETING  COORDINATING
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Development of event
concept of intent to bid

The Strategic Planning | oeciien to procees R T
Process and Event — . ' -
Organisation bidding body and

preparaiion and
submission of 2 bid
document

(Source: adapted from Grant, 2005)

4 \ {

Establishment of
organisational structure

Strategic planning

* Establishment of vision/mission/purpose

* Development of event goals and objectives

« Conduct of 2 situational a2nalysis

» |dentification of strategy oplions

* Development and implementation of operational plans
+ Creztion 2nd implementation of control systems

* Evaluztion, shutdown and eporting
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‘Your’ Practical Event Focus

'Developmemot event
concept o intent to bid

Decision to proceed Event feasibility analysis H Decision to caass I

* Consider your own event and | wtnbis *

consider it against the Planning Formation o 3 | Derion 10 presees I
. . bidding body and with new event
/ Operations Process Slide S‘LWE%”&

ument

e Take 15 minutes to reflect. Have o ,

Establishment of I

you covered all aspects of the | Rectionottis | AT S
planning stages? | Y

Strategic planning
+ Establishment of vision/mission/purpose

[ * Davelopment of event goals and objectives
I Feedbeck I

« Conduct of 2 situational analysis

* |[dentification of strategy options

+ Development and implementation of operational plans
+ Creation and implementation of control systems

* Evaluztion, shutdown and reporting

=]
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The Strategic Planning Process and Event
Organisation

Concept or intent to bid
* Preliminary stage

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

Decision to proceed or cease
* Directly determined by feasibility study

e Can you think of any examples of where there is a ‘BID’ Process for
events?
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The Strategic Planning Process and Event
Organisation

Formation of a bidding body and bid
preparation:

P Developing a timeline for the bid
document

P Responding to each of the bid criteria

P Identifying key elements of past
successful bids

P Preparing the bid document
P Presenting the bid
P Lobbying in support of the bid

P Evaluating reasons for a bid failure
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Events Proposals

e 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

HOSPITALITY XY Prifysgol Cymru
50 Man Geni Adaysg Uwch yng Nghymru % N Y Drindod Dewi Sant

¥ / H H
TOURIS Where Higher Education Began in Wales / University of Wales
MANAGEMENT Trinity Saint David




Contents of the Event Proposal

(Source: O’'Toole, 2004)

CoverlLetier
Title Pzgs
Propristzry Notice — czutions zbout unzuthonzed disclosurs
Tzble of Contents (TO L)
List of Abbreviztions
Exescutive Summanry
Body of Proposzl
m Profile of the Event Company:
m Genserzl including mission, bzckground, credentizls
m Specific: including previous similar events z2nd ressurces avzilabls
Froject pariners 2nd their profiles
Event Specific information:
D bjectives
Scops of Waork
Stzksholkders
Themes, design 2nd deas
Sitefvenus assessmeaent
Resources reguirsd - AV, enterizin ment, catering, st=ff, suppliers.
Wzrketing 2nd promationzl services nesded
Possible sponsorship
Budgset — corresponding to functionzl zrezs of pregrzmms slemanis
Control manzgemeant — repording processes organization structurs responsibilities
Schedules — plaznning, trenspoi, running order, promation
Envireon mentzl impact — nzturzl envircnment, teaffic, transport.
Risk issuss including insurzncs.
ppendices

=
a
=
=
B
a
=)
a
B
]
a
o
=
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Example: Liverpool's bid video to host the
Eurovision Song Contest

LIVERPOOL CV UKRAINE

>

(The Guide Liverpool, 2022)
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The Strategic Planning Process and Event

HOSPITALITY
AND

TOURISM
MANAGEMENT

Organisation

Establishment of an
organisational structure:

e Simple structures
* Functional structures

* Program-based matrix
structures

e Multi-organisational or
network structures

] University of Wales
Trinity Saint David
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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.
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Miassion. Vision & Values

® [
Mission
We aim to provide for our customers the best and most competitive

advantage for their required needs in events management and
strategies and their utmost satisfaction for our services.

[ J L J
Vision
We continue to strive for the goal of becoming the industry leader in our
field of expertise, not just locally but also in the international circuit.

Values

We believe in impeccable service backed up by each individual team
players character, strong core values and principles of honesty, integrity,
and accountability.
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Table 6.1 Sample event mission statements
Ewernt Misson Statermernt

EBath Festivals Tinast To anrich peoplke’s ves throwgh particioaticon in the arts

B omaarmilles: Auts Festival Bomoormilsa Arts Faestihval waoirks 1o prodmeote: e theSp sior,
anjoymeant and creativity for all Bowmsasrmoauth residaents
throwgh an anmnual Boecomil»e Dasaed festihval.

hAsunscheerstar S To dalver an outstanding sporting s paectacke Of wasorkd

Comumronsssasaith Gormees significancs, ocalabhrating athilaetic escallance, culbural
diversity aund thes: unéquese: atrmecespihsers: Of “Thee Firkaaresclhy
Samees". To deliver a successiul Gamees on bahalt of all
cormpaetitors, spactators and stakaholderrs, To leawve
a kst ey Of reenes Soortinegg facilities and socisl, | phaysiceal
anrndd esaoreorms repaersaratiorn. To Sat a reessy bharechmesuiks for
hoesting intemationsal soorting evants in the UK and the
Iastingg beneadit theesy Can geinerate: Tor all theos s inaeoibsescd.

Salford Film Festiheal The Salford Filmm Festival will promsote and aise the profile: of
Saford as an area Of creative: asxocadlblencs: in imeeces: mesclis .
Thes Salfcord Fillrm Festial whilll fociies on thee SorrmrmLandty of
Salford wsing mowing image, still image and selif-image.
Throwgh the producticn and soraasning of ey prrosd oo tion:s,
the: fastival willl ancoor=ps thee desvelopmeesnt OF Tndes
regicnalhy, nationally and intemationally and anoousracge: arnsd
piroTrote meeser reesdlia ok,

Wiorcaster Fesstival The Festival is an oppeortuendty for kool peeopie 1o ot eanedd
and particicats in a widse saslection of profes siomnsal and
CoiTTLNdTy eavseints and acthvities r even Sstacge: or host theadbn
onsne envernt. The Festival s for the peayple Of Woraesstar
and thse Swmounds and s a sares of partnsaershies e hesasan
e Cinoess Senct kones Of thee ooty sned sun uemibiredlis for s
hecpe: rarcpe O ot it ibes. The: WWornces ter Festival s neesitheear
a music festival nor an arts fes tival {althcosgh it has features
aof bothy), Dot = shimyplhy a festiheal for all to andgony. e o oorrminsg
topEtheer Of pesople: of all acgpes and backgrounnds smd s
a celabraticn of life, of Worcaster and its pacpbe.

fSoenmer Bosootibe Arts Fesdea (2005 1) Badh Festvals Tesd 00510 AMananachesta S0002 (2003, o 30
Eaiford Sl Festead (3207 A WWormeshaer Faahiesy (E0O0ES) )
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The Strategic Planning Process and Event Organisation

Strategic Plan:

PURPOSE

* Goals and objectives
»economic
»attendance/participation GOALS
»quality
»awareness/knowledge/attitudes
»human resources
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Goals and Objectives

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

e 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.
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Table 6.2 Sample of event goals and objectives
Ewerit Goa ks

Sa m |e Salford Film Fastival To preasant a showease of past present and futuee: fillrmmsaking n
p esoe Salford alongsids a rangs of relevant intemsational fillmm

produCtion:s.
To idantify and rmise the aspiraticons of amenging filmmakoors,
primarily in Salford and its envdirons, by developing sustainabile
part nerships with key stakeholders and sactor champion:s.
To desvadop pathwass into imags: media poertnees hipes with
Ccomimiunity groues, aducational establishments and professionsd
bodies.
To increase the culbural and eisore: opporbunities and n doing so
bring about a posithve imMmpact on the ves of yvoung people
To utilise culbure and keisure 1o provide More opEorbunites 1o
desvedop skills and improve estesm
To rase awaranass of Britain's maritinms and coastal hedtage
To encourage particpation in maritime sport and keisure activities
To promots: the LK coasst and its Elands as a touresmm des tinadion
and travel by sea 1o European visitors
To promote an understanding and invodearmeant with the: marsine
aenvironmeant and manne oonservation
To rase awaranass of the contribution madse by the sea and
saafaring to the LK aconoamy and culbunes
To daevelop maritinee: leaming mat adals designed specificalhy 1o link
wiiith the Natkonal Comiculum
To lkeave a kegacy in 20068 and beywond

Windsor Festival Continue 1o promoate quality paerfomances of music and the ats
withiin the Foval Borough of Windsor and Maidenhaad.
Increase kecal acoess to the arts and mesic in the wnique venues
availlable in Windsor, Blon and Maidanhead.
Encourmge the: dessaloprment of young miusicians and othar atists.
Provide opportunities for kocal parfornmens.

{SowTer Ssiford A Festval (20 70, Seabmtan 2005 Press Ofce (2004, Wisasor Fastival (207 dll
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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?

*1Aim
* 3 Objectives
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The Strategic Planning Process and Event
Organisation

Strategic Plan:

* Situation analysis

* [dentification of strategy options
* Strategy evaluation and selection

* Operational planning
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Situational Analysis

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

Consider KEY IMPACTS AREAS:

* Political/legal
* Economic
* Social/cultural
* Technological
* Demographic
* Physical/environmental
* Competitive
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Situation analysis also involves evaluating the business's strengths,
weaknesses, opportunities, and threats (SWOT analysis).

Strengths

Weaknesses

1 Established longer than
competitors’ events

2 Strong brand image

3 High levels of customer
feedback

4 High customer loyalty

Internal

1 Low volunteer retention
2 Low use of web-based
applications

Opportunities

Threats

1 To set up an additional event
in @ new venue

2 To sell more tickets to
overseas visitors

3 To increase sponsorship
revenue

External

1 New safety regulations for
events

2 Leading competitor has grown
more than current industry
average

3 Key target group has reduced
spending power

Figure 7.2 SWOT Analysis
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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

HOSPITALITY XY Prifysgol Gy
AN Man Geni Addysg Uwch yng Nghymru % N ¥ Drindod Dewi Sant

¥ / H H
TOURIS Where Higher Education Began in Wales / University of Wales
MANAGEMENT Trinity Saint David




‘Planning Stages’ Summary

P> Strategic planning process provides an event organisation with a
systematic approach to the challenge of planning and delivering
successful events.

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

P Appropriate organisational structure is needed

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

P Flowing from the implementation, depending on its mission or
purpose, will potentially be a range of legacies.
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Events Operations and Logistics

Q&A

\What needs to be considered in relation
to Events Logistics - - what does this
involve?
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Logistical Considerations in the
Planning Phase

* Destination knowledge

* Venue sourcing and accommodation

* Site inspections

* The venue report

* The infrastructure

* Working with vendors and subcontractors
e 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?
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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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EVENT
STAFFING:

 Consider all staffing requirements (including all
stakeholders) that would be essential at your event

for its ‘smooth’ delivery.
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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

v'Venue facilities/lay-out plans

v'Staff resources, contact details and duty rotas
v'Registration and signage

v’ Event programme and timings

v'Speakers and/or entertainment

v'Food and beverage details

v'Cloakroom, toilet facilities
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On-Site Operations

v'Transportation/parking

v'Accommodation and rooming lists

v'"Movement and distances and audience flow
v'Technical and production aspects

v'Audience disabilities and any special requirements
v Emergency procedures
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Infrastructure Planning

v'Outside space?

v'Specialist structures

v'Create a ‘temporary’ venue
v'Unique and bespoke

v’ Temporary or pop-up structures

v'They can also meet a specific client brief
requirement

The cost of buildin§ a temporary, pop-up, or
necialist structure:

nfrastructure 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

v'Overview of the budget holder
v'Event detail and programme overview
v'Introduction to core planners

v'Roles and responsibilities of freelancers and tasks
involved

v'Health and Safety details and risk management

v'Duty rosters, team structures, shift patterns and
timelines

v'Code of conduct and any on-site rules and
regulations

HOSPITALITY XY Prifysgol Cymru
AN Man Geni Addysg Uwch yng Nghymru % N ¥ Drindod Dewi Sant

Ry,
RSt Where Higher Education Began in Wales 7 Universiiyortigies
MANAGEMENT Trinity Saint David




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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