EVENT PLAN EXAMPLE
Event: Small Conference on Digital Marketing
Date: March 15, 2024
Venue: City Convention Center

Objective:
To bring together digital marketing professionals to discuss the latest trends and strategies in the industry.

Event Plan:
Pre-Event Planning Phase (3-6 months prior):

1. Define event objectives and target audience.
2. Establish budget and secure funding/sponsorship.
3. Select and book venue.
4. Hire event staff (if needed).
5. Develop event marketing plan.
6. Create event website and registration platform.
7. Identify and invite speakers.
8. Arrange travel and accommodation for speakers.

Marketing and Promotion Phase (3 months prior - up to the event):
1. Launch promotional campaigns through social media, email newsletters, and industry websites.
2. Create promotional materials (flyers, posters, digital ads).
3. Implement early bird registration discounts to encourage early sign-ups.
4. Reach out to media outlets for event coverage.
5. Monitor registration numbers and adjust marketing strategies as needed.
6. Logistics and Operations Phase (1 month prior - up to the event):

Finalize event schedule and program.
· Arrange catering services.
· Order necessary equipment and supplies (audio-visual equipment, signage, name tags, etc.).
· Coordinate with vendors and suppliers.
· Conduct site visits to ensure venue readiness.
· Develop contingency plans for unforeseen circumstances.
· Event Execution Phase (Day of the event):

· Set up registration/check-in area.
· Arrange seating and signage.
· Coordinate with venue staff and vendors.
· Ensure technical equipment is functioning properly.
· Welcome attendees and speakers.
· Facilitate networking opportunities.
· Manage any issues or emergencies that arise.
· Collect feedback from attendees.
Post-Event Evaluation and Follow-Up (After the event):
· Gather feedback from attendees, speakers, and sponsors.
· Analyse event data and metrics (attendance, engagement, revenue).
· Evaluate the success of the event against objectives.
· Send thank you notes to speakers, sponsors, and attendees.
· Follow up with leads generated during the event.
· Begin planning for future events based on lessons learned.
Budget:
· Venue Rental: $X
· Catering: $Y
· Speaker Fees: $Z
· Marketing and Promotion: $A
· Equipment Rental: $B
· Staffing: $C
· Miscellaneous: $D
· Total Budget: $Total

