Event Plan Report
1. Event Overview
Event Name: [Insert Event Name]
Event Type: [Conference, Concert, Charity Gala, etc.]
Concept & Theme: [Describe the theme and unique concept of the event]
Target Audience: [Specify the demographics and interests of attendees]
2. Timing, Location & Programme
Date & Time: [Insert Event Date and Start/End Time]
Venue: [Insert Venue Name and Address]
Event Programme:
Registration & Welcome Speech – [Time]
Key Activities/Sessions – [Time]
Breaks & Networking – [Time]
Closing & Wrap-up – [Time]
3. Aim and Objectives
Overall Aim: [State the primary goal of the event]
Objectives:
[Objective 1]
[Objective 2]
[Objective 3]
4. Project Planning Techniques (Including EMBOK Framework)
Work Breakdown Structure (WBS): [Include an outline of tasks and responsibilities]
Gantt Chart: [Timeline and scheduling of event planning tasks]
Running Order: [Detailed schedule of the event]
EMBOK Domains:
Administration: Planning, coordination, and logistics
Design: Event theme, décor, entertainment, and branding
Marketing: Promotion, sponsorship, audience engagement
Operations: Venue setup, safety, and security
Risk Management: Identifying, assessing, and mitigating risks
5. Market Research & Target Audience
Market Segments: [Identify different consumer groups for the event]
Competitor Analysis: [Brief comparison with similar events]
Consumer Preferences: [Highlight key findings from surveys or research]
6. Event Marketing Plan
Marketing Channels: [Social Media, Email, Print, Influencers, etc.]
Promotional Timeline: [When and where marketing activities will take place]
Key Messages & Branding: [How the event will be positioned and communicated]
Sponsorship: [Identify potential sponsors and partnership strategies]
7. Budget & Financial Plan
Projected Income: [Ticket sales, sponsorships, donations, etc.]
Expected Expenditure:
Venue & Equipment: [Cost]
Marketing & Promotion: [Cost]
Staffing & Security: [Cost]
Catering & Logistics: [Cost]
Miscellaneous: [Cost]
External Suppliers: [List of vendors and service providers]
Budget Report: [Request a detailed budget report outlining income and expenses for transparency and financial tracking]
8. Risk Management & Health & Safety
Risk Assessment: [Identify potential risks and mitigation plans]
Health & Safety Measures: [First aid, security, crowd control, etc.]
Legal Requirements: [Licences, permits, insurance]
Public Liability Insurance: [Attach document]
Required Licences: [List required permits]
Emergency Plan: [Evacuation and contingency procedures]
9. Contingency Planning
Alternative Venue: [Backup location]
Weather Contingencies: [Plan for outdoor events]
Key Supplier Failures: [Substitutes for critical suppliers]
Crisis Communication Plan: [Handling PR issues]
10. Evaluation Strategy
Post-Event Surveys: [Attendee feedback collection method]
Key Performance Indicators (KPIs): [Metrics for measuring success]
Attendance Measuring: [Strategies to track event attendance and engagement]
Debrief Meeting: [Internal review process]
11. Sustainability & Event Legacy
Sustainability Considerations: [Eco-friendly practices, waste reduction, and energy efficiency]
New Economics & Legacy: [How the event contributes to long-term benefits, economic impact, and community engagement]
Event Impacts: [Environmental, social, and economic impacts of the event]
12. Key Areas of Managing Event Operations
Staff Rota: [Work schedules for event staff and volunteers]
Logistics & On-Site Management: [Transportation, crowd control, technical setup]
Stakeholder Coordination: [Liaising with partners, vendors, and authorities]
13. Division of Work & Responsibilities (Including Belbin Roles)
Meeting Minutes: [Attach records of planning meetings]
Email Correspondence: [Key communications]
Task Assignments: [Roles and responsibilities of team members]
Coordinator: Ensuring overall project direction and leadership
Shaper: Driving progress and keeping the team focused
Plant: Generating creative ideas and innovative solutions
Monitor Evaluator: Assessing ideas critically and ensuring quality
Implementer: Turning plans into actionable steps
Completer Finisher: Ensuring all details are perfected
Resource Investigator: Seeking external opportunities and connections
Teamworker: Promoting harmony and collaboration within the team
Specialist: Providing in-depth knowledge in key areas
________________________________________
This document will serve as a guide throughout the planning and execution of the event, ensuring alignment with best practices in event project management, incorporating the EMBOK framework to enhance structured event planning and risk mitigation while integrating Belbin Team Roles for effective collaboration and task distribution.

