ATTITUDE CHANGES EVERYTHING

elieve to Achieve

Conference and Eventm
Management

Although it does take plenty of creativity to design an event that is memorable and meaningful, it also takes careful attention to
detail, adaptability, effective delegating, and a lot of work. This two-day course will walk you through the process of event
management, from the beginning stages of planning, to the final touches (like decorations, food, and music). While this course is
specifically for corporate event planning, the elements here can also be applied to more personal event planning. Essentially, we're
creating an effective and well planned design that is ready for implementation and can be used over and over again.

What Will Students Learn? What Topics are Covered?

v" Plana complete corporate event, including an agenda, budget, goals, ¥ Event planning essentials
venue, audience, food, and whatever else your client needs v" Budgeting basics and managing contracts

4 Keep your event on budget v" Using the committee approach

V" Design an advertising and marketing plan that includes a v" Connecting with partners and sponsors
comprehensive use of media, take-aways, and/or swag bags v" Advertising and marketing

V' Determine whether partners, sponsors, and volunteers can help to V" Selecting the venue

, ;:nake your event l;nforg(;ttabl.e ot el " X V" Feeding the masses and business etiquette

reate an atmosphere of service that delegates will remember . : ;
v Select speakers apnd a master of ceremonijs to add impact to your j (SZeIebr.atlng diversity ;
electing speakers and a master of ceremonies

event v Adding the finishing touches

v’ Createa diversity plan v

V" Evaluate the process once it's all wrapped up Event day roles

v Closing the event and gathering feedback

What’s Included?
v"Instruction by an expert facilitator Specialized manual and course materials

Personalized certificate of completion

AN

v Small, interactive classes

Office: Horner Consultancy Ltd T/as Attitude Changes Everything, 58a Bedford Street, North Shields, NE29 OAL
T: 0845 5193825, F: 0845 5193822, E: info@attitudechangeseverything.com, W: www.attitudechangeseverything.com



