Charity dinner to build a hospital in Abuja, Nigeria South Africa.
 London Marriott Hotel County Hall 
Event Log
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	Responsibility
	Marketing Manager





	

	Role of Marketing Manager



	Marketing Director is the one that treats him as a link between the department and the General Management. Well, following the line of this thought, the first function that a Marketing Director has is to transform all the outputs of his department into a simple and complete speech. in such a way that the General and Executive Management can understand at a glance how the department works, who it is in charge of each task, what results have been obtained from the campaigns carried out and what problems exist, if any. The communication function is the first because it is a transversal task that all department directors must be clear about, but, in our opinion, the most important function for a Marketing Director is to propose the Marketing Plan.
The Marketing Plan is a document that is responsible for defining the outcomes of the charity event. Marketing plan is based on analysis of the situation, the objectives of the department for the event, the resources we have, the action plan (which basically establishes the objectives and gives them a date, person responsible and method of action) and the control tools.
The Marketing Plan is not only about establishing the objectives and resources to be used, it is also (and, in fact, it is the most important part) implementing everything discussed in the document. Therefore, another function that the Marketing Director have will be to turn each objective into a well-defined strategy that gives the department everything necessary to achieve what is proposed at the start of event planning. The toughest task that the Marketing Director will have to face will be to move the optimistic objectives and the highly optimized resources to the daily activity.





	Week 1
	Monday July 20th, 2020 


	Target 
	Analyse the possible marketing Platforms

	Planning:

· Understand the purpose of event 
· Communicate with team members 
· Approach media channels
· Evaluate social media platforms for advertisement campaign 
· Setting tasks for every week to meet the deadline



	Organising:

· Divide the marketing processes into smaller fields
· Determine responsibilities of team members
· Distribute tasks according to individual capabilities
· Set marketing targets and strive to achieve them


	Managing:

· Setting Giant Chart to evaluate the progress   
· Calculate total available time and manage the advertisement to get maximum audience  
· Communicate with Finance manager and Event manager for advertisement platform selection.



	Marketing: 

· To define possible marketing strategies.
· To communicate with rest of the team.
· Evaluate social media platforms including Facebook, Instagram, Twitter, etc.
· Define target audience
· To provide possible designs of advertisement posters 
· Innovate and design marketing content for the website 
· Defining facts and need of hospital in Nigeria South Africa
· Innovate marketing ideas to get maximum public attention



	Technical:
· Assisting in identification of audience 
· Assisting in emerging alternatives and options
· Assisting in print media and digital advertisement 
· Assisting in evaluating, selecting, and refining marketing platforms and options
· Assisting in the formation of the final recommendation

	Problems/Resolution Action Plan:

· As a first week of the project, the marketing manager and team have no clear image about marketing goals 
· Team members are selected on the base of leader choice, that may affect the work progress
· Marketing of charity event include different domains like social media, letters and mails, invitations, print and press media.
· group review Mondays weekly and teams to agree on individual meeting days.
· Discuss the pros and cons of adopting any marketing strategy



	[bookmark: _Hlk28956365]Focus for the Week: 

· Brainstorming on how to get maximum charity with minimum expense on marketing
· Compare different social media platforms to evaluate which platform is best to launch marketing campaign.
· Divide marketing tasks in team members.
· Marketing theme to be discussed.
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	Week 2
	Monday July 27th, 2020 



	
	Strategic marketing plans

	Planning:

· Defining a marketing plan for event
· Strategic layout of market plan
· Theme planning  
· Identification of individual roles in team



	Organising:

· Digital marketing strategy is formulated to attract target audience
· Selection of social media platforms and targeted audience
· Newsletter and print media strategy 
· Data record lists for invitations and marketing campaign

	Managing:


· Communicate with team members to select best marketing strategy for event
· Daily meeting and data sharing for innovative marketing ideas
· Communicate with event manager and F&B coordinator for charity promotion at county hall
· Evaluate the progress by following giant chart




	Marketing: 

· For the marketing strategy of event, it is important to consider the digital marketing
· Marketing strategy is aimed to highlight the event at international level. 
· Marketing team contact global NGO’s and health providers to promote the event and support us in charity event. 
· Website theme of the event is selected  



	Technical:

· Different social media platforms are of different nature like Instagram is focused toward fashion and beauty and twitter is for short length quotes. Choice of digital platform for charity promotion is technical. Logo samples were designed.
· While formulating marketing strategy, selection of targeted audience may affect the purpose of event.
· Assign tasks according to capabilities of individual
· Marketing staff may not expert in website and digital troubleshooting, they require technical support to resolve technical issues 


	Problems/Resolution Action Plan:

· Meetings are not as effective as it should be, because of personal issues and difference 
· Lack of communication between team members
· Different point of views of team members that oppose each other
· To solve the communication problems and personal issues, decision making process is based on voting. 




	Focus for the Week: 

· This week is focus on strategic planning of advertisement campaign.
· Digital marketing of event
· Importance of attendance from all team members.
· Marketing team to Goals: deciding on strategy, marketing scheme and email list to maximize the popularity of event.
· Consider creating an e-mail list to create publicity ready for website
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	Week 3
	Monday August 3th, 2020 



	
	Design invitations, flyers and advertisements

	Planning:


· Development of content for advertisement.
· Design flyers 
· Design email invitations for guests
· Social media advertisement 
· Invitations to global health and charity organizations  



	Organising:

· Follow giant chart for progress evaluation
· Distribution of responsibilities
· Develop marketing content
· Meet deadlines 
· Launch advertisement campaign
· Getting global attention 



	Managing:

· Manage advertisement content to make a sense 
· Manage team performance 
· Discussed marketing team responsibilities
· Manage overall progress of marketing processes




	Marketing: 

· Marketing team develop posters, flyers and advertisement content.
· Update the website accordingly to get audience attention
· Marketing staff to work, create promotional content using different software
· Design Email invitations to the guest list.
· Social media content including purpose and need of building a hospital 
· Content development for colleges, universities, NGO’s, charity organizations 
· Written articles to be publish at website and other media platforms 


	Technical: 

· Content development require skills and marketing of developed content is also technical.
· Getting more visitors on website require SEO tools and marketing manager is responsible for accurate execution of planned strategy
· Develop all the content in form of videos and upload them on YouTube channel.
· Designing flyers and advertisement must be well aligned with event theme



	Problems/Resolution Action Plan:

· Initially one email template was designed, it is not feasible to ask everyone in a same way. Guest list was divided into different categories like NGOs, Professors, etc. different emails were designed for each category.   
· More effective communication and deadlines were set for this week are met.



	Focus for the Week: 


· This week is based on content development for advertisement of event
· Flyers are designed and ready to publish
· Website content including images, videos, written articles, posters, audio messages etc are ready in this week
· Newsletter, Paper and magazine content is ready 
· Sample emails for different categories are ready 
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	Week 4
	Monday August 10th, 2020 



	
	Send Invitations, run advertisements and resolve communication issues

	Planning:

· Most important task during this week is to achieve targets, meet deadlines and work according to plan
· Tasks for this week include publishing the content, attract more audience, send invitations, develop a clear communication and invite people internationally to contribute by using online payment methods.
· Regularly update event and finance manager about marketing achievements and set targets.  



	Organising:

· Publish content and invite target audience.
· Meeting deadlines.
· Everyone is working to achieve the targets.
· Conduct meeting with event and finance manager for progress evaluation

	Managing:

· Record the data of advertisement and marketing campaign
· Manage teamwork and advertisement load
· No meeting minutes were shared with the team by the management team.



	Marketing: 

· Update website 
· Send invitations
· Publish call for donations at supporting organization’s websites 



	Technical:

· Simply publishing content is not enough for the marketing, it is important to consider the response of audience and modify advertisement settings to achieve targets.
· Addition of subscribers needs to improve communication with audience and record keeping




	Problems/Resolution Action Plan:

· Time management was a problem for marketing team, many team members spend extra hours to meet the deadlines. 
· Marketing team missing some meeting minutes and the minutes are not descriptive.







	Focus for the Week: 

· This week is focused on improve communication and publishing content.
· Get maximum attention from audience
· Upload the profiles on the website.
· Marketing team to get connected with audience
· Send invitations to the guests
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	Week 5
	Monday August 17th, 2020 



	
	Register charity members and make a log

	Planning:

· To maintain the user data
· To Register new attendees 
· To Monitor online donations 
· To update website sections and event description as well
· To record data for future utility






	Organising:

· Organizing meeting with marketing team to receive all the information and descriptions.
· Record user information and add them to charity group, send regular news and updates.






	Managing:

· Manage and record the data also update website accordingly
· Clear responsibilities for every team member





	Marketing: 


· Introduction to the event 
· Speeches of guest speakers
· Recognition from global organizations 




	Technical:

· With global recognition, there is a heavy load on website, and it is important to list down the data of each user.
· All the requirements need to fulfil
· Communication with F&B coordinator and event manager to manage marketing activities.
· Suggestion to add users to a pool where they can communicate and share ideas. Share regular newsletter with users. 


	Problems/Resolution Action Plan:


· No issues



	Focus for the Week: 

· To respond the online donations 
· Record data of donors
· Manage the marketing activities during event
· Post event data on website  
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	Week 6
	Monday August 25st, 2020 


	Target
	Closing and Final Report

	Planning:

· Record the videos and photos for website and promotion
· Analyse the response of attendees 
· Finalize the report for marketing management and expenses
· Analyse the feedback
· Register attendees to keep in touch and to join the community 
· Publish the recorded data    


	Organising:

· Register attendees and send them newsletters 
· Organize financial report of the marketing campaign 
· Have a team meeting
· Organize a detailed report of charity collection and value addition 
· Record keeping for future use

	Managing:

· Manage online transaction records to analyse the value addition by marketing
· Manage documents and reports
· Manage the registration process on website 
· Respond to the visitors and charity collection 
· Manage finalized reports 

	Marketing: 

· Publish speech of guest speakers on website and social media channels
· Upload videos, photos and appealing quotes on website
· Display a counter on website to show the charity amount
· Articles published in newspapers, magazines and on website. 



	Technical:
· Due to heavy traffic on web portal, server may not respond properly or get down 
· Handling global transactions and responding to individuals need strong coordination with team members 

	Closing Plan:

· Being a final week, event should be summed up in the final report
· Final report of the event needs to be clear, concise and complete
· Financial report of the event must be delivered to the team members and other stakeholders of the event
· Furthermore, for transparency, the charity records with the transactional history is to be delivered to event manager
· Charity collection also needs to be analysed in the form of final report to evaluate the event success
· Have a final meeting with the team to provide reports
· Problems, challenges and issues must also be recorded for future events, as lesson learnt


	Focus for the Week: 

· Focus on the event data record
· Design a finalized report
· Registering individuals who could contribute to charity in future
· Final report must have detailed statistical analysis and graphical representation of data for better understanding
· Final report must be readable for everyone include those who are not expert in marketing 
· Write a lesson learnt
· Sum up the event 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:
Plamen Peev:
Name:

Responsibility: Event Management

Position: Event Manager

Zeny Andonova :

Name:

Responsibility: Financial Management

Position: Financial Manager

Hasan Mangov:

Name:

Responsibility: Marketing

Position: Marketing Manager

Rumen Grozdanov :

Name:

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

Plamen Peev 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)

Zeny Andonova: 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)

Hasan Mangov 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)

Rumen Grozdanov: 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)

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 in an effort 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 16, 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 "'------
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.





Meeting Minutes 60

Attendees: Event Manager, Financial manager, F&B Coordinator,

Marketing Manager

Agenda:

e Strategic planning of event

e Theme discussion

e Resources and requirements

Action items

Team Selection

Theme

Coordination
channel for
requirements and

discussion

Resource
allocation to each

manager

Meeting Minutes 45 —July 27

Owner(s)

All

All

All

Financial Team

Deadline

20/07/2020

20/07/2020

Continuous

Continuous

Attendees: Marketing Manager, and Marketing team.

Status

Marketing Team, Management
Team, Financial Team, F&B

Team.

All to decide theme of Charity

Dinner

Organizational ticket panel will
be used for routine
coordination and call will be

made for emergency contact.

On-going, maintain contact
with groups and assure

attendance





Agenda Items
General Planning and Team Responsibilities

Discussion

¢ General introduction of the team members and charity dinner event.

e Communication of hierarchy within the team and channel of coordination with the

marketing manager.

e Allocation of responsibilities to each team leader.

e Coordination with the other teams for coherence in event theme management.

Action items Owner(s)

General All
introduction of

Charity dinner

event

General All
introduction of
teams and event

manager
Team All

coordination

Allocation of Marketing Team
responsibilities leaders

Coordination with ~ Marketing Team
other teams leaders

Deadline

Single time
information

Single time
information

Continuous

Continuous

Continuous

Meeting Minutes 60 — August 03

Attendees: Marketing Manager, and Team supervisors.

Status

Complete

Complete

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

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

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





Agenda Items

Finalization of event marketing.

Discussion

e Marketing plan.

o Different marketing techniques including online marketing.

e Branding and bannering of event venue.

e Branding of venue according to the charity dinner theme.

e Marketing of the charity dinner among international donor communities that are

helping people getting out of the pain and hunger.

e Guest invitations

Action items Owner(s) Deadline
Marketing Plan All Complete
finalization
Marketing techniques All Complete

and procedures

Branding of venue Marketing 03/08/20
Team

Guest invitations Marketing Complete
manager

Meeting Minutes 30 — August 10

Attendees: Marketing Manager, and Team supervisors.

Agenda Items

Status

Marketing manager
finalized the marketing
plan

Marketing techniques
employed are discussed
and finalized.

Continuous, as the
marketing team is
working.

Complete





Final clearance for marketing teams for execution.

Discussion

e Finalization of marketing procedures including social media marketing and venue
branding
e Development of common theme of all operations linked with the charity donations for

hospital construction.

Action items Owner(s) Deadline Status
Finalized marketing All Complete Marketing team
procedures and completed the venue
branding tasks branding and social

media campaigns

Common theme for All Complete The venue is designed,
the whole setup and layout is complete
Finalization of event All Complete Event procedures are
procedures complete and discussed

with the marketing
manager and sponsors.






