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Event Management

The art of solving problems no one 
knew existed in ways that somehow 
still ends up in APPLAUSE!!!



Objectives
Understand Key Elements of 
Successful Event Management

• Identify & Manage: 

–Booking

–Planning

–Event Day

• Manage and Resolve Challenges



Without stating your job position: 
What 3 words describe what you do?



Event Management Is:

• Integration of necessary 
RESOURCES at the RIGHT TIME 
and LOCATION to effectively 
DELIVER the event experience.



Failure to Plan…

is 

Planning to Fail







You get the call – now what?



Research and Analysis



What information do you need to 
research?



Research
Event Research Checklist

• Event Name

• Date of Event/Show

• Facility Location

• Contact Person

• Position

• Tickets Sold/Comped/Prices

• Walk Up Number

• Seating Capacity

• General Admission or Reserved

• Exhibit Space

• History in other venues

• Crowd Demeanor
• Staffing Levels
• Security Needed
• Crowd Demographics
• Police
• Facility Security
• Front of Stage/Other sites
• Incidents/Arrests
• Alcohol Sold
• Load In Time
• Load Out Time
• Production 
• Catering
• Anything Else



Just say NO



EVENT IS CONTRACTED

Assigned to Event Manager

More Research

Internal Departments

External Resources



Event Management Team





Event has 3 Phases

•Phase 1 --- Pre-Event

•Phase 2 --- Event

•Phase 3 --- Post-Event







Phase 1: Pre-Event

• Identify client’s current needs, strengths & 
weaknesses

• Both sides clearly understand event goals & 
expectations for outcome

• Communicate client/event needs & expectations

• Be prepared to make adjustments

• Work within agreed upon budgetary estimates



Phase 1:  Pre-Event
Responsibilities of the Venue

• Venue Info   -- Market Info

• Rules/Regs – Venue Rules, OSHA, ADA

• Expenses and projections

• Qualified staff

• Safe, Secure facility

• Properly prepared facility

• Coordinate all ancillary services

• Prepared for emergencies



Pre-Event Planning Tools

• Production Rider

• Production Meetings

• Event Resume

• Event Timelines

• Promoter packet

• Diagram Layouts and 
Floor Plans

• Equipment Lists

• CAD drawings

• Event Day Checklists

• Staffing Estimates

• Event Staff 
Information Sheets

• Event File

• Venue Management 
Software

• Contract 



Diagrams and Floor Plans







Phases 1 & 2: Pre-Event /Event Day
Guest Communication Channels:

Venue website Season ticket information

Event Tickets Public address system

Pre-event emails Off site public signage

Media alerts

Social media

Venue signage

Event programs Venue personnel



Phase 1 & 2: Pre-Event/Event Day
Guest Communication 

• Re-entry policy

• Lost & Found

• First aid

• Prohibited items

• Ticket issues

• Smoking requests

• Cash or cashless

• News media entry



Phase 2:  Event Day

• Set up

• Load In – Client arrival

• Rehearsals/Sound Check/Decorating

• Pre-event walk through

• Event staff briefings

• Security briefings

• Doors open – Event begins



Phase 2:  Event Day
Create a Positive Event Experience   
Eliminating Customer Distractions

What Could Possibly Go Wrong?

Front of House

Back of House



Phase 2: Event Day
Effective Event Manager:

• Manages by walking around

• Manage event staff – makes adjustments

• Continuous communication w/ all departments

• Monitors event progress

• Observes



Phase 3:   Post Event



Phase 3:  Post Event
• Clear the venue

• Teardown

• Event staff departure

• Post-event walkthrough

• Load-out

• Post event cleanup/changeover



Phase 3:  Post Event
Report

• Actual attendance

• Weather conditions

• Actual timeline (doors opened, parking lots cleared, concessions closed)

• Review unanticipated customer needs

• Customers treated by first aid/incident reports

• Security issues

• Client feedback

• Social media review

• Notes from all departments

• Eventually add the financial results



Post Event Report



Event Management 
Challenges:

What Could 
Possibly Go 
Wrong????



What Could Possibly Go Wrong?
How do you plan?

How do you respond?



What Could Possibly Go Wrong?
How do you plan?

How do you respond?



What Could Possibly Go Wrong?
How do you plan?



What Could Possibly Go Wrong?
How do you plan?

How do you respond to event distraction?



What Could Possibly Go Wrong?
How do you plan?

How do you respond?



What Did Go Wrong?



Do you have an event that 
didn’t go as planned?



What Could Possibly Go Wrong?



Event Management Challenge

Broadway – Groups 1 A & 1 B

Touring Broadway Show  -- next week’s opening night has 
single seats in the lower section and a few paired seats open in 
the balconies.   (The show runs 2 weeks and has various seats 
open on other nights) 

First row seats on opening night were sold to major donors, 
supporters, community VIPs and civic leaders.

The production team and ticketing team did not communicate.



Event Management Challenge

Mayor’s Inauguration – Groups 2 A & 2 B

• City owned venue

• Mayor inauguration to Nat’l League of Mayors

• Washington, DC based event planning company 
contracts F & B for only 400 people

• Mayor’s local staff interfering with social media 
and local ads inviting the world



EVENT MANAGEMENT CHALLENGE

University Performing Arts - Groups 3A & 3 B

• University owned Performing Arts Theater

• Used by Music Department for classes, rehearsals and 
performances

• Rare opportunity for weeklong touring show

• No permanent concession stands or daytime parking

• University President wants to raise profile of university



EVENT MANAGEMENT CHALLENGE

\Major Country Show  -- Groups 4 A & 4 B

• A major country artist has a sold out show (18,000) people in 

your indoor arena.

• The promoter had informed you that the artist has been ill, but 

will go forward with the performance.  The artist is not on site 

and missed sound check.

• Due to heavy rains all day, some streets flooded in the area and 

attendees are arriving irritable due to lack of parking and walking 

in the rain.

• 30 minutes after doors open, the artist decides they cannot 

perform.



Failure to Plan on Your 
Part Does Not 

Constitute an 
Emergency on My 

Part-
OR DOES IT???



The Perfect Event Manager
• Wisdom of Solomon

• Logic of Aristotle

• Discretion of a Priest

• Guts of a gladiator

• Poker face of a gambler

• Negotiation skills of an attorney

• Charm of a salesman

• Speed of a sprinter

• Perseverance of a marathon runner

• Flexibility of a dancer

• Patience of a Saint!!!!



The Perfect Event Manager

And……

LOTS OF GOOD LUCK

In a 30 hour day



Event Management Wrap Up
Reviewed:

• Booking/Contracting an Event

• Planning an Event

• Event Day

• Post Event Review

• Event Challenges



Customers may forget what 
you said , but they will never 
forget how you made them 

feel.
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Thank you!

Please complete the course 
evaluation now.




