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Event Management Plan Template and Guidance Notes 

	Event Name
	

	Event Location
	

	Event Date
	

	Student Program
	

	Lecturer
	


Introduction

The purpose of this document is to provide broad guidance notes for event organisers planning to hold an event at International College, Suan Sunandha Rajabhat University. The document also provides sections that should be completed to help you develop a detailed Event Management Plan. 
1. Event management

1.1. Pre Planning

The success of any event is always dependant upon adequate pre planning and it is essential that you allow enough lead-time to ensure that your event is a success. By addressing the why, what, where, when and who early in your planning process, it will help you to make informed decisions during the event planning process.

· Why – it really is worth asking this question at the very beginning, sometimes you may find that the answer is not immediately obvious. By addressing the why it will help your organising committee establish the core values of your event. Establishing the core values will help you design your event and develop the ‘who’ and therefore ‘what’ elements you should include as part of your event programme.
· What – you need to decide what it is that you will present at your event. Your core values will provide direction here. Knowing who your target audience is will help you identify what elements should be at your event. Try to put yourself in the shoes of someone from your target audience, what are there interests, what will attract and excite them at your event.
· Where – some things that should be considered when deciding on your event venue include: site area, access, community impact, transport, car parking, ground conditions and existing facilities such as toilets. It is also worth considering your venue in terms of your target audience, is the location accessible to your main target audience?
· When – consider your event date in terms of some of the following: other events, day of the week, do your opening times suit your audience and the likely weather conditions at that time of the year.

· Who – this is one of the most important points to consider in your pre planning process. Identifying the ‘who’ will come from your ‘why’ and the identification of the core values. Your ‘who’ may also mean you need to give special consideration for facilities such as young children, teenagers, the elderly or disabled. 

1.2. Event overview

Provide a paragraph here that provides an executive summary of the event. 

(Please keep in mind that you are trying to provide someone who knows nothing about your event with as much information as possible in a succinct paragraph or two.)
1.3. Key event management contacts

Populate the following table with the names, roles, responsibilities and contact details of the key people involved in organising your event.
Any event should always have at least one person who is ultimately responsible for all aspects of the event. Depending on the nature and scale of the event a number of other people will have key tasks and responsibilities allocated to them, but will report to the event manager.

	
	Name
	Mobile phone
	Role
	Responsibility

	1
	(1)
	
	Event Manager
	Overall responsibility, budget control, follow up assignment

	2


	(1)
(2)
(3)
(4)
	
	Production
	All event infrastructure, ordering, furniture set up, stage set up, electricity, equipment, tool etc.

	3
	(1)
(2)
(3)

	
	Public Relation

Reception
	Promote the event, produce PR poster or banner, invitation card, reception, guest speaker’s carer, perform MC, write script

	4
	(1)
(2)
	
	Food & Beverage
	Prepare coffee break boxes, organise  food & beverage involvement, cost control

	5
	(1)
(2)
	
	Health, Safety & Cleanliness
	Risk assessment, fire points, first aids, site inspections, health concern facility, lost & found, record incident & accident in a report, keep the event clean at all time and after the event 

	6
	(1)
(2)
(3)
	
	Entertainment
	Conduct opening show, arrange costume, make up, all performance on stage

	7
	(1)
(2)
	
	IT & Photography
	Handle PC technical problems, take photo, collect data in soft files

	8
	(1)
(2)

	
	Report & Document
	Prepare all reports, take note, print important document, plan document used in the event, submit report 


1.4. Key event contacts – other

Populate the below table with all the other key contacts for your event.

You as the event organiser should start collating the details of all people that will have some involvement with your event. This could be event suppliers, stallholders, emergency contacts, etc. While it is not necessary that we (council events team) have this list it is important that you create comprehensive list. This helps with your event planning and event management on the day. There is nothing worse than the main stage act not showing up on time and you don’t know how to contact them!
	Suppliers (food, beverage, catering etc.)

	Organisation
	Contact Name
	Service
	Contact details
	Notes

	
	
	Coffee break set
	Mobile
	Price confirmed waiting for written quote

	Authorities (fire, police, etc.)

	Organisation
	Contact
	Service
	Contact details
	Notes

	Police
	---
	On call
	Mobile
	Have briefed on event

	Artists / Entertainment

	Organisation
	Contact
	Service
	Contact details
	Notes

	
	
	Opening Show Entertainment
	Mobile
	Require payment on the day


1.5. Staffing and Guest Speaker Profile
	Over and above the key event management contacts you have documented, please list here the other staff and/or guest speakers that will be required to participate your event.

It is important that you think carefully about your event and the level of staffing that will be required. It is easy to underestimate how many staff will be required to plan and successfully run your event. Following an event design process and completing a risk assessment will help to ensure that you allocate adequate staff to the event, thus ensuring it is effectively managed and is safe for the public and your staff. 


1.6. Organisational Chart
Create a simple organisational chart below.

For smaller and community based events an organisational chart should still be developed. It helps everyone understand the management structure and who is responsible for what. It is also an essential element in your emergency response planning. If an incident occurs it is crucial that your staff, the public or emergency services know the chain of command. The below example is a very simple structure, you should highlight the levels of command and the protocols for communication up and down the hierarchy.
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1.7. Programme & production schedule

Please populate the below production schedules.

It’s important that you produce and document an event day programme; this not only helps your event management on the day but also allows you to promote your programme to your audience prior and during the event.

A production schedule is also an essential element in successful event management, it ensures tasks are done on time and not forgotten, with so much to think about it is easy to forget things if you don’t document each and every task. Regardless of the scale of the event you should document what needs to be done prior, during and after the event to ensure all tasks are carried out in a timely manner. A simple production schedule that can be used is provided below with an example in each.

	Production Schedule SSRUIC Seminar Event – prior to event day

	Date
	Time Start
	Time Finish
	Task
	Who
	Notes
	Completed
√

	01/03/18
	
	
	
	
	
	

	02/03/18
	
	
	
	
	
	

	03/03/18
	
	
	
	
	
	

	04/03/18
	
	
	
	
	
	

	05/03/18
	
	
	
	
	
	

	06/03/18
	
	
	
	
	
	

	07/03/18
	
	
	
	
	
	

	08/03/18
	
	
	
	
	
	

	09/03/18
	
	
	
	
	
	

	10/03/18
	
	
	
	
	
	

	11/03/18
	
	
	
	
	
	

	12/03/18
	
	
	
	
	
	

	13/03/18
	
	
	
	
	
	

	14/03/18
	
	
	
	
	
	

	15/03/18
	
	
	
	
	
	

	16/03/18
	
	
	
	
	
	

	17/03/18
	
	
	
	
	
	

	18/03/18
	
	
	
	
	
	

	Production Schedule SSRUIC Seminar Event – prior to event day

	Date
	Time Start
	Time Finish
	Task
	Who
	Notes
	Completed
√

	19/03/18
	
	
	
	
	
	

	20/03/18
	
	
	
	
	
	

	21/03/18
	
	
	
	
	
	

	22/03/18
	
	
	
	
	
	

	23/03/18
	
	
	
	
	
	

	24/03/18
	
	
	
	
	
	

	25/03/18
	
	
	
	
	
	

	26/03/18
	
	
	
	
	
	

	27/03/18
	
	
	
	
	
	

	28/03/18
	
	
	
	
	
	

	29/03/18
	
	
	
	
	
	

	30/03/18
	
	
	
	
	
	

	31/03/18
	
	
	
	
	
	

	01/04/18
	
	
	
	
	
	

	02/04/18
	
	
	
	
	
	

	03/04/18
	
	
	
	
	
	

	Remark

Production Schedule SSRUIC Seminar Event – post event

	Date
	Time Start
	Time Finish
	Task
	Who
	Notes
	Completed

√

	04/03/18
	16.00
	16.30
	
	
	
	

	
	16.30
	17.00
	
	
	
	

	05/03/18
	12.00
	13.00
	
	
	
	

	
	15.00
	16.00
	
	
	
	


1.8. Run sheet

You can use the below table as a template to develop a run sheet for your event.

A run sheet is a useful tool when your event has multiply activities occurring across the day at different locations within the event site. It’s important you programme all the activities in a sensible and logical manner to make the event flow for your audience. Run sheets can be as detailed as seconds for a stage production, however for smaller outdoor events increments of between 5 and 15 minutes usually works well. The event team can provide further assistance in regards to run sheets if required. An example of a basic run sheet is provided below.

	
	“Stage” programme for SSRUIC Seminar Event

	Time
	Production
	Public Relation
	Food & Beverage
	Health, Safety & Cleanliness 
	Entertainment
	IT & Photography
	Report & Document

	12:00
	
	
	
	
	
	
	

	12:15
	
	
	
	
	
	
	

	12:30
	
	
	
	
	
	
	

	12:45
	
	
	
	
	
	
	

	13:00
	
	
	
	
	
	
	

	13:15
	
	
	
	
	
	
	

	13:30
	
	
	
	
	
	
	

	13:45
	
	
	
	
	
	
	

	14:00
	
	
	
	
	
	
	

	
	“Stage” programme for SSRUIC Seminar Event

	Time
	Production
	Public Relation
	Food & Beverage
	Health, Safety & Cleanliness 
	Entertainment
	IT & Photography
	Report & Document

	14:15
	
	
	
	
	
	
	

	14:30
	
	
	
	
	
	
	

	14:45
	
	
	
	
	
	
	

	15:00
	
	
	
	
	
	
	

	15:15
	
	
	
	
	
	
	

	15:30
	
	
	
	
	
	
	

	15:45
	
	
	
	
	
	
	

	16:00
	
	
	
	
	
	
	


2. Health and safety

2.1. Your responsibility for health and safety at your event

Even if you are a community organisation with no employees it is still your responsibility to ensure that your event and any contractors are operating legally and safely. To this, it is essential that you address the following headings to ensure that you have taken all steps that is reasonably practical to ensure your event is safe and complies with all health and safety law and guidelines. 

2.2. Fire safety at your event

You must address the area of fire safety for your event. 
	Please confirm here that you have addressed the fire risk in your report. The key areas of the fire risk assessment process highlighted below as example:

· Identify the fire hazards, i.e. sources of ignition, fuel and oxygen

· Identify people at risk within and surrounding your site and those at highest risk

· Remove or reduce fire hazards and remove or reduce the risks to people

· Consider the following: detection and warning, fire fighting, escape routes, signs and notices, lighting, maintenance

· Recording significant incident and accident with action taken

· Prepare and emergency plan




3. Communications

The importance of communications when planning and delivering an event is paramount. You need to consider three main areas of communication when developing your event.

3.1 Communicating with your planning team pre event to ensure all people are aware of all what is being proposed. It is also essential that you communicate your event plans to the residents and businesses in the surrounding area, the earlier the better.

3.2 Communications on the day of the event, ensuring that there is a clear communications plan in place and that all stakeholders are familiar with the plan. You also need to make sure that you have the practical tools to make the communication plan work on the day, this could include radios, mobile phones, runners (staff to run errands and messages) and a public address system.

3.3 Audience communication needs to be considered to make the visitor experience enjoyable and seamless. Elements here could include flyers, site plans, signage, public address system, stage schedules, MC’s and information points.

4. Site considerations
4.1. Site Plan

Please include a copy of your site plan within this document or as separate attachment.

A site plan must be submitted for each and every event. As this template has been designed to assist smaller event organisers we do not expect you to supply a site plan of a standard that we would anticipate from a larger professional event organiser, however the more accurate and detailed the plan the better. It will help you execute the site build and production elements of your event.

Your site plan should include the following:

	Placement of all temporary structures (furniture, podium, VIP seat, etc.)
	Reception desk/Information point

	Coffee break table
	Generator or power sources

	Power supply runs (cables)
	Entry and exit points 

	Emergency exits and assembly points
	First aid points

	Any event décor, i.e. flags, banners, flowers, etc.
	Others


4.2 Pre-Event Decoration

How to plan to do the perfect decorations for an event? Then your mind may be full of colourful ideas already. Every procedure requires a streamline flow or otherwise you’ll end up with the worst event decorations ever. Take a piece of paper and note down every single information on the following. 
4.2.1 The event venue
If you have already chosen a location for the event, note down every dimension of it. For example if it is a hall write down the width and length of the floor. If the location has special geometrical spaces, note down a description on what it looks like. If it is covered with a roof, get a rough idea on whether the space is high and spacious or a bit packed. If the location is in outdoors, then note the surrounding, including the landscape, view, natural resources around the in the location.

4.2.2 Your budget on decors
Write down the financial limitations and how much you can really spend only on decorations.

4.2.3 Time frame of the event
It is very important to know which time slot of the day you have chosen for the event. The decorations have to be specific for morning, day time, evening and night functions.

4.2.4 The nature of the event
The decorations for different events vary. Therefore note down whether it a party, get together, wedding, prom, music festival, workshop or a competition etc.

4.2.5 Attendants / Audience
Note down the target age group of the event. It may be kids, teens, elderly citizens or for everyone without age limits. And if you are considering visitors from a specific social status or career level, note down about them too. Some events are gender specific. So highlight that too.

4.2.6 Man power
It’s about whether you’re the only person to do the decorations, or to which extend you can get the help of others. The number of people engaged in decors as a group, how many persons will do the decorations? Divide all people into many small groups of each responsibility such as flower arrangement, drapery, stage, table and chair, entrance  arch and balloon decorations etc.

4.2.7 Time
You have to note down how much time left or given for the whole job. The number of days you’ve got for the purpose.

4.2.8 Available resources
Resources are not only physical material, but also human resources with different talents. If you can find more natural stuff rather than decoration items from stores, note down a list of them. If you have a person well at drawing, carpentry, fabric work, sculpture, etc. in your team, note down about them as well.

4.3 Safety Rules and Regulation in Decorations 

· All decorative materials should be flame proof and/or fire retardant. 

· No decorations shall be placed in hallways, aisles, stairwells, or exit routes in a manner that will interfere with safe passage or evacuation. 

· All exits must be free of barricades.

· Exit signs, fire extinguishers, smoke detectors, fire pull alarms, emergency lights, and audible fire signals/strobe lights cannot be decorated, covered, or obstructed in any way.

· Any extensive electrical power usage must be approved by venue owner.

· Caution must be taken to keep all paper or cloth free from light fixtures.

· The use of candles, incense, lanterns, oil lamps, and other devices with open flame is required more attention to ensure the event’s safety and security. 

· No nails, screws, hooks, etc., may be driven into any walls, floors, or ceilings. 

· Tape may not be used on floors unless it is designated as “floor tape”. 

· No pen or color marking is permitted on any walls, floors, or ceilings. 

· Balloons are allowed, but must be weighted or tied to centerpieces/chairs. Any balloons that become loose may cause any unexpected incident. 

· No decorations may be glued to any surface. No pins may be used to posters, paper, etc., to the walls, ceiling, drapes, floor, tables, etc. 

· Dry ice is required more attention in the event and prior approval by venue owner is needed. The professional dry ice worker must be handled by a licensed caterer.

· Electric lights can be used as long as they are used in compliance with the manufacturer’s recommendations. 

· Any glitter or confetti (plastic or paper) may be used with care.

· Smoke machines (or similar devices emitting visible gas vapors) may not be used.

· Painting is prohibited within the reserved spaces only.

· Any damages need to be repaired by the venue owner, an event manager will be billed for all costs incurred on the basis of materials required and staff time. 
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