[bookmark: _Hlk48303848]Charity dinner to build a hospital in Abuja, Nigeria South Africa
London Marriott Hotel County Hall
Event Log

	Student Name:


	Plamen Peev

	Responsibility
	Event Manager




	

	Role of Event Manager



	As Event Manager my primary responsible for the success and failure of the event. An event organizer is a person who knows how to understand a client without words, knows how to prepare an event so that clients, guests, management are satisfied. Event management often resembles a one-man show in which all the roles are played by the event manager. The work of the event involves organizing an event from scratch, whether it be a scientific conference for high-ranking guests, ambassadors, delegates from European countries or a party for the work collective. An event manager is obliged to be able to find the language with different customers, to set up the correct interaction, communication with clients. Moreover, the manager must understand the customer perfectly. This is a person who knows which decorations will be appropriate in each specific case, which colours will best emphasize the theme of the event. Accountant, financier, and marketing manager need to collaborate with the event manager. Manager should be able to draw up preliminary estimates, reports after the end of the event, correctly calculate the possible costs of the event. Therefore, it is necessary for the event manager 
· to analyse the needs and make the event as per the main objectives and theme of the event. 
· Event manager should have a vast knowledge. 
· The collaboration with every stakeholder is also the primary responsibility of an event manager
· Event manager is needed to coordinate with the sponsors, team members, attendees and speakers
· The whole infrastructures and main requirements are fulfilled by the event manager.





	Week 1
	Monday July 20th, 2020 


	Target
	Communicate with sponsors and decide over the main theme and budget for the event

	Planning:

· Contact Sponsors
· Discuss the event details, main agenda and budget
· Communicate with team members
· Allocate budget and resources to Finance Manager
· Plan the event distribution of main tasks


	Organising:

· List of event sponsors
· Communicate and set a meeting with sponsors 
· Discuss the event theme and the aims of the sponsors 
· Organize the list of available resources
· Organize the list of responsibilities after discussion with the team members


	Managing:

· Generate a Gantt chart for task distribution and time allocated
· Manage the task distribution
· Manage sponsors and support for the event



	Technical:
· Assisting in organizing meeting with sponsors 
· Assisting in fulfilment of required budget and resources for the event

	Problems/Resolution Action Plan:

· As a first week, it is necessary to clearly distinguish the rules and responsibilities of each team member
· As in the first week, it is necessary to clear the theme and the focus of the event and need a discussion with the team f0or successful event organization.
· Discuss with the team members as they are comfortable with the job allocation and responsibility distribution
· Team members are allowed to switch positions if they have any problem 
· Agree on weekly reporting to the event manager and a meet up to discuss the upcoming plan, problems and issues in the current project
· Collaborate with each other where necessary for the success of the event


	[bookmark: _Hlk28956365]Focus for the Week: 

· Brainstorming on how to make the event most successful
· Meeting with the sponsors 
· Analyse the overall budget and required event infrastructure
· Analyse the personal capabilities and divide the team responsibilities
· Have a meeting with the team members
· Discuss the theme of the event
· Analyse the target of the event and the success criteria
· Analyse the requirements of Sponsors






	Student Signature:




Date:
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	Student Name:


	Plamen Peev

	Responsibility
	Event Manager



	Week 2
	Monday July 27th, 2020 


	Target
	Estimation of required infrastructure

	Planning:

· Plan to estimation of attendees
· Plan to communicate with the team members for major managerial decisions
· Estimation of required Hall size
· Estimation of required infrastructure for other team members
· Estimation of required sound system
· Estimation of required sitting capacity and interior design


	Organising:

· Estimation list of major attendees
· Plan for interior required infrastructure
· Discussion meeting with the team members for required resources
· Estimation records and documents

 

	Managing:

· Manage records and progress report
· Estimation documents 
· Manage teamwork in coordination
· Manage the required infrastructure for different departments and team members
· Manage the continuous communication with sponsors
· Maintain traceability record



	Technical:
· Asist with the hotel management to fulfil the requirements of interior design
· Assist the hotel management in provide required sound system and stage facilities
· Assist the hotel management in estimation of required infrastructure
· Assist other team members in estimation of attendees and infrastructure

	Problems/Resolution Action Plan:

· In the second week, every department and team member must start implementing the plan and get involves in the estimations
· Collaborate with others to resolve issues
· Estimation of infrastructure requires detailed knowledge about the event 
· Need expert opinion to make the event successful
· Problem in estimation can lead to mismanagement
· Estimation needs to be complete and detailed for clearer set goals
· Estimation should be based on the realistic grounds 


	Focus for the Week: 

· Brainstorming on required event infrastructure
· Assume event to estimate the required systems
· Decide over the hall 
· Decide over the sound system
· Discuss and decide over the major attendees
· Collaborate with the team for successful estimation
· Coordinate with the hotel management for estimation
· Visit hotel and the Hall for estimation
· Analyse and divide the infrastructure requirement of various departments





	Student Signature:
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	Student Name:


	Plamen Peev

	Responsibility
	Event Manager



	Week 3
	Monday August 3th, 2020 


	Target
	Divide the event in smaller portions

	Planning:

· Larger estimations are prone to falsification, therefore, the event task will be sub-divided 
· Plan to sub-divide event tasks
· Based on the responsibilities event is divided in the sub-portions such has 
· Planning for speakers, 
· Planning for attendees, 
· Arrangement of Hall,
· Plan for regular reporting and communication 
· Time division
· Division of available resources
 

	Organising:

· Organize meeting with the team members
· Discussion to divide the event as per the available time
 

	Managing:

· Manage the event in the form of smaller portions
· Manage Team coordination
· Manage coordination with the speakers
· Manage and coordinate with the attendees
· Manage the coordination with the Management department of Marriott Hotel



	Marketing
· List the event sub-division and share with the team member for discussion and suggestions 

	Technical:
· Asist in maintain records
· Generate records and documents 
· Traceability records
· Gantt Chart with sub-divided tasks

	Problems/Resolution Action Plan:

· In the third week, it is necessary to proceed to the finalizing the tasks and start the execution
· For the event manager, it is hard to do each task as a single group and need to be sub-divide into the shorter tasks.
· Shorter division of event tasks helps in organizing and allows the tracing and recording the event element
· Element of the event has number of elements that needs to be sorted by discussing with the team members to allow complete detailing 
· Need continuous communication with the team members.



	Focus for the Week: 

· Sub-divide the event elements 
· Allocate resources to each element
· Allocate time to every element
· Communicate with team
· Collect the weekly reports and analyse the progress of team
· Analyse the attendees
· Analyse the possible speakers for the event as per the target of the event (Charity)
· Focus on the interior design and setup of the hotel
· Communicate with the hotel management to collect details of their services they can provide for the event.
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	Student Name:


	Plamen Peev

	Responsibility
	Event Manager



	Week 4
	[bookmark: _Hlk49367772]Monday August 10th, 2020 


	Target
	Communicate and decide over major speakers

	Planning:

· Decide over the major speakers
· Collect contact information
· Communicate with speakers and ask for their availability for the event
· Plan over the arrangement for speakers and their order
· Communicate and finalize the speakers and order for the event


	Organising:

· List of possible speakers and their contact information
· Designed invitation for the speakers
· Organize virtual meeting with the  

	Managing:

· Manage meeting with the speakers
· Manage the records of communication with the speakers
· Manage documentation and invitation for the speakers 



	Marketing
· Requires invitations for event speakers from the marketing department and designers  
· Send invitation to the speakers


	Technical:
· Asist the designer in designing invitations for speakers
· Maintain a list of speakers with communication records


	Problems/Resolution Action Plan:

· To invite the speakers, it is necessary to understand the event agenda
· Details of the event need to be discussed with the speakers to avoid any misunderstandings
· There can be number of various meetings with the speakers to settle their problems and to make the event clear to them
· Order of the speakers should be coordinated 
· Timing of the event and specific time for each speaker must be mention in detailed email to each speaker


	Focus for the Week: 

· Focus on the speakers for the event
· List the potential speakers
· Contact the speakers for their availability concerns
· Have a virtual meeting with each speaker for detail discussion
· Order the speakers while focusing on the available time and the main concern of the event
· Send formal invitation to each speaker
· Analyse the arrangements for the speakers.
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	Plamen Peev
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	Event Manager



	Week 5
	Monday August 17th, 2020 


	Target
	Organise Event

	Planning:

· Make booking for the Hotel venue by the start of the week
· Communicate the event agenda and requirements
· Visit the main hall for arrangement
· Invite all the attendees
· Communicate all the team members
· Finalize all the tasks
· Plan and organize event
· Summarize the event 

	Organising:

· Organize meeting with the team members
· Organize event with speakers, attendees, sponsors and organizers
· Collaborate with each department
· Keep record in the form of documentation

	Managing:

· Manage the event in the form of smaller portions
· Manage Team coordination and help each other in finalizing every aspect
· Manage Speakers and the time allocated
· Manage the stage, check over the decorations and the hall maintenance
· Manage and coordinate with the team for attendees and the hall arrangements
· Manage the coordination with the Management department of Marriott Hotel
· Manage the coordination with the sponsors
· Event will be on 15th September 2020



	Marketing
· Publish the event and highlight the main aspects 


	Technical:
· Asist the team in accomplishing the event goals
· Assist in charity Collection
· Assist in event recording 
· Assist in the arranging and managing the sound system 
· Assist Speaker, if needed
· Assist in arranging and manage the multimedia requirements
· Assist attendees in giving charity for the hospital (if needed) 

	Problems/Resolution Action Plan:

· Organizing event is difficult with number of arrangements
· Need help of technical team for multimedia, sound system, videos and event recording
· Need to have continuous communication with the whole team during the event
· Assist and coordinate with the team during the week for finalizing the arrangement and discuss the leftovers
· Need to provide guidance for charity collection
· Time management is necessary to limit the over timing of the event
· It is necessary to keep a count and remind everyone to keep the event short and effective.


	Focus for the Week: 

· Organize event
· Finalize arrangements
· Coordinate with the team
· Coordinate with the sponsors
· Coordinate with the attendees and speakers
· Coordinate with the hotel management
· Help technical team to fulfil all of the requirements





	Student Signature:
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	Student Name:


	Plamen Peev

	Responsibility
	Event Manager



	Week 6
	Monday August 24th, 2020 


	Target
	Organise Event

	Planning:

· Summarize the event
· Collect the event highlights
· Collect report form each of the team member
· Finalize the financial report as per the collected charity
· Finalize the event report 
· Plan to deliver the event report to main stakeholders including event sponsors 


	Organising:

· Organize reports of the event
· Include the event highlights and records
· Organize the financial report with the help of financial manager
· Pay all the extra expenses (if remaining)
· Summarize the whole event along with its preparations in the form of a document and deliver it to the event sponsors


	Managing:

· Manage the event reports
· Have an ending meeting with the team members 
· Summarize the event
· Deliver event recordings to the major stakeholders
· Publish event for further charity collection
· Manage and formulate the final event report


	Marketing
· Publish the event and highlight the main aspects 


	Technical:
· Asist the team in accomplishing the event goals
· Assist in charity Collection
· Assist in finalizing event recording 
· Formulate the final report with statistical analysis of the event success

	Problems/Resolution Action Plan:

· As the last week, it needs to be finalizing week 
· Need to resolve the problems and issues of the team with collaboration
· Help to resolve problems in charity collection and data analysis (if any)
· Need to discuss the success of the event
· Analyse the event success through statistical analysis
· Event publication at different forums need to have a track for future correspondence for further charity collection
· Need to fulfil all of the pending payments and dues

	Focus for the Week: 

· Organize reports
· Do statistical analysis of event success
· Report to the sponsors
· Motivate team and appreciate their efforts
· Finalize the payments and dues and close the event
· Final meeting with the team with closing remarks
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Appendix
Event: Charity dinner to build a hospital in Abuja, Nigeria South Africa
Location/Site: London Marriott Hotel County Hall
Organizers:
	Team:
		Member 1:
		Name: Plamen Peev
		Responsibility: Event Management
		Position: Event Manager
		Member 2:
		Name: Zhenia Andonova
[bookmark: _Hlk48306242]		Responsibility: Financial Management
		Position: Financial Manager
		Member 3:
		Name: Hasan Mangov
		Responsibility: Marketing
		Position: Marketing Manager
		Member 4:
		Name: Rumen Grozdanov
		Responsibility: Coordinate and Organize Food and Beverages
		Position:  Coordinator F&B
Sponsors: 
MAP International (International organization that provides healthcare facilities and medicines to the people in need. The organization initiated to build a hospital in Abuja, Nigeria South Africa)
Task Distribution
	Member 1: Event Manager
Week 1: (Communicate with sponsors and decide over the                                                  main theme and budget for the event)
Week 2: (Estimation of required infrastructure)
Week 3: (Divide the event in smaller portions)
Week 4: (Communicate and decide over major speakers)
Week 5: (Organize Event)
Week 6: (Sum up the reports and finalize the report for sponsors and main stakeholders)

Member 2: Financial Manager
Week 1: (Estimation of total available Resources)
Week 2: (Cost Estimation)
Week 3: (Feasibility Analysis)
Week 4: (Cost Distribution)
Week 5: (Charity Collection)
Week 6: (Summed up and reported to the organization)

Member 3: Marketing Manager
Week 1: (Analyse the possible marketing Platforms)
Week 2: (Strategic marketing plans)
Week 3: (Design invitations, flyers and advertisements)
Week 4: (Send Invitations, run advertisements and resolve communication issues)
Week 5: (Register charity members and make a log)
Week 6: (Closing and Final Report)

Member 4: F&B coordinator
Week 1: (Analyse Target Audience)
Week 2: (Estimation of attendees, required food and beverages)
Week 3: (Communicate with other team members)
Week 4: (Communicate with Hotel management, suppliers and vendors)
Week 5: (Implementation of plan, fulfil the food and beverages needs of every attendee) 
Week 6: (Closing and final report)

[bookmark: _Hlk48865007]Number of presenters: 8 (including the Chief Guest)


Invitation Letter
Good deeds always resonate in the hearts of generous and noble people. In our time, charity is becoming the source that allows people in need of help to save health and even life. When sympathetic people unite to help, especially those who are in the need of that, the result is always beyond expectations. Now the people in South Africa are suffering from poor medical conditions and they need help to build standardized medical facility. A poor medical condition does not allow the patient to recover from illness. According to WHO, many women in that area died during pregnancy because of limited facilities. Building a hospital is the only way to complete long-term treatment successfully in South Africa and to give that people a chance to survive from illness. 
On September 25th 2020, at 18.00, we invite caring people to spend two or three hours in a friendly, cosy atmosphere at the traditionally generous table for which the London Marriott Hotel is famous. The evening is organized by the cultural and charitable foundation "British Red Cross" for targeted fundraising to build a hospital in Abuja, Nigeria South Africa. By paying for a ticket to the charity evening "The Path from Heart to Heart to the Land of the Soul", each of our guests will show mercy and generosity, will contribute to the treatment of patients that are waiting for medical aid. 100% of the ticket price for this event will be directed to build a hospital in Abuja, Nigeria South Africa.


[image: A screenshot of a cell phone
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https://facebook.com/events/s/charity-dinner-to-build-a-hosp/1535385223333357/?ti=cl


[bookmark: _Hlk49203922]Meeting Minutes
Attendees: Event Manager, Financial manager, F&B Coordinator, Marketing Manager
Agenda: 
· Strategic planning of event
· Theme discussion
· Resources and requirements

	Action items
	Owner(s)
	Deadline
	Status

	Team Selection
	All
	24/08/2020
	Marketing Team, Management Team, Financial Team, F&B Team. 

	Theme
	All
	24/08/2020
	All to decide theme of Charity Dinner

	Coordination channel for requirements and discussion
	All
	Continuous
	Organizational ticket panel will be used for routine coordination and call will be made for emergency contact. 

	Resource allocation to each manager
	Financial Team
	Continuous 

	On-going, maintain contact with groups and assure attendance

	
	
	
	




Meeting Minutes – August 17
Attendees: Event Manager, and event management team. 
Agenda Items
General Planning and Team Responsibilities
Discussion
· General introduction of the team members and charity dinner event. 
· Communication of hierarchy within the team and channel of coordination with the event manager.  
· Allocation of responsibilities to each team leader.
· Coordination with the other teams for coherence in event theme management.  
	Action items
	Owner(s)
	Deadline
	Status

	General introduction of Charity dinner event 
	All
	Single time information
	Complete

	General introduction of teams and event manager
	All
	Single time information
	Complete

	Team coordination
	All
	Continuous 

	Team will coordinate with their leaders and supervisors and they will directly be monitored by the Event Manager

	Allocation of responsibilities
	Management Team leaders
	Continuous 

	Teams are directed by the supervisors and they will be getting instructions from Event Manager 

	Coordination with other teams
	Management Team leaders
	Continuous 

	Continuous coordination of team leaders with the other teams for better execution of the plan. 


Meeting Minutes – August 30 
Attendees: Event Manager, and Team supervisors. 
Agenda Items
Finalization of event procedures and venue. 
Discussion
· The management of sitting arrangement for prestigious guests, speakers, and donors. 
· Finalization of the event proceedings. 
· Venue orientation and detailing. 
· Finalization of dinner menu and timeframe for each subevent.  
· Finalization of reception and coordination with the guests and event management suppliers. 
	Action items
	Owner(s)
	Deadline
	Status

	Guests arrangement and venue orientation
	              All
	       04/09/20
	Management teams will complete the venue orientation of guests and donors. 

	Ensure themes allocated to teams that do not have clear idea. 
	              All
	       04/09/20
	Coordination with teams to make clear proceedings. 

	Timeline and event procedures
	        Management Team
	       04/09/20
	Continuous, as the management team is working.  

	Team Brief Meetings covering guest reception and dinner menu
	        Management Team 
	Complete
	Complete

	
	
	
	



Meeting Minutes – September 4 
Attendees: Event Manager, and Team supervisors. 
Agenda Items
Final clearance for management teams for execution. 
Discussion
· Finalization of event management procedures including guest reception sittings and dinning layout. 
· Development of common theme of all operations linked with the charity donations for hospital construction. 
	Action items
	Owner(s)
	Deadline
	Status

	Guests arrangement and venue orientation
	              All
	Complete
	Management team completed the venue orientation and reception of guests 

	Common theme for the whole setup  
	              All
	Complete
	The venue is designed, and layout is complete 

	Finalization of event procedures
	All
	Complete
	Event procedures are complete and discussed with the event manager.   
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