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AUPAT G034 8.4 PAPLM NADCT UNLF &I& PMLLAAT Nkt LO-TFCN TCLTD
PreLdNT AATT P& ML A¢PTT NTIMTNC ARLTEEP TBINERT oML YNFR ALTT ANTPOA
MOChT 1@ NNSER N@TNAT N+ ATINEFRF AT NARNASN PARNLLM £U TSI NAFEL P
PARTTF NAQFR P DN PGP FE NEFIECET NTEET NEATT NEAT® HCET P+NATIG PAMé ¢
NAT™PPF PAFM-Y APT° NTRIANTS FNANETFET NTAN4T HAS P P2 APAN A8 4 M4 PARRI&
APL AAD-:

NAL e+MeAm7 N9t a-Nm NMAINT ATELP OND IPNA AL F ATIPZ/NT NABEN F8M,PF
IC APIETF PAM: NFG AIMTY, A8 @NT NARPF PLME ALPT T1L-9PF PHOIET TLLE
e NTAME AAMSTST NHU a2 e A99N%7F N9, 48 PN #4-PF HCE A+NT94 NAT-PPF1
AN DNNT AHIET ANTNNZPT +NTMT MPM, PP AUATTT PMPLN GATY AAD-E LUID
PLID NHCS M, PP+ HOLTTT NHAGIT ATISRZN NAPAN +ATICHE PEME 2 PTT

A8 PHIE. ATINFA 10

NARPRgD £y aDAD P NGY 3R PN RAPF PHATIE NATE-PPFIT Py MNA NATE PPFT

A8, 0290 PHAEF ANHNNCPTF NHCS HASF PaRbCNNFS FNNC PaLMONF ToF NF (7%
HAB$FT N+AN AN ATP LT ATN+PDPT ATIPLN ATL TN ATRCEF P+HIE £78 NLLE
PAYNT DYDY ¢ PAYPALS PADLE IOYep. PSP PAT PIAIA Y.L Y@ NHehTILIR NARADY P
Ne97N M$IPT AHIEFP AP L MO-MTF AT8FA AT AINTI aZEPT A18.0-9° AL ANLALI*
NTAAA AACNP HAEF AMPa>NFm- P9 PFN §a-PF NHU ARAD/P M-N +hF+PA:

PAME P ¢PF TLI® LYY ARARLP PHIBM NThATAT CPHTE AT NI¢.9° ADHADC 9(C
N@®+NNC 10 NAFEEP ATRUIR NAUTFCST NIATR Ad& 728 HOIBTTT AT A2AMSTPTT
NLLEFT NTPTNC 18 PNCHF YaRFF AGR L AAT:
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HOIESTT MLLET ANA HOE+ N EMCNT ATAT ANNT,.LanegenNt 1H &40 PAM-T Lo+
PARANFA: PHOYEHT AD PP P DAY HOIE+ AT8.LL PP LNT AATY 1D-I AFPAA PUA
AFAMSG TC94IP P9 2797 HE+ ANOA AGRL COL NTRLLLT HIEF LAPLA:

Ho 8T ATYLL-BF POULS. NChF TAGPF ANI LU ATE PHE M-I AL §0G ALRAID PHO BT
ARYTT MLIR HEPTF NAQIN PaRAmTy K EPT9R: AFANG: HIE+S 2T MPTST +Na9a, PUPYm-7
qaD-g abgn/mE MG PHEF AN+HNNLM- A4 10 &35 NAAT NCNF PHAIET a9R4.5
HEPF IC N+ 7F PR PIA9IA NAFEEL 1N4P Uit AL P+HORA/+ §a-g NHY aRaR/ P AL
Mt &FAN

AN HIEF a9 NtEAT NChF 24P TT TMLLETT THNTDY LML PA: HOETF PR PR B M-
&7 NChF APTY PR eN++ NPT AT 2 4PTF NAYINMNT ATENTDF ACREMME PTR.LNTA
AODA.C PO AM@ A PHOIETF ANTNNS MLIR PHAETF +&MmM BNAA:
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PHIET ANTNNLMT HAEHFT ATINLLE ANLAT PUF ABS NMIR DAY MGTPTT RenMFa: AT
Py NN 2EPF HAEF NMLLAINT LHT PHAE+ PNAL MNt AL PHAIET AN+NNLTE BS 2CN
PWidn PHAET ANTNNEPTT N LT PAG- 2T NANHE M AP LFM- A7NT AR FMPT han e/

NA+ECN P10 LALHI® LWl AT £ FAA:

NA6C A197C PHAIET ANTNNZ NN AT8.07T hHU NFTF P+1A6T TAFPT AT¢T £7NA:-
e PMLLET Fhed ® AHCHC +80F Thdt PAPAMT Fie
® 1LH7Y NATINMN: PAPMPIP Fie ® $MLIT PAM- FIUCT PARRAIR & S LHTF
® T PARE FF HE, PAREML Tt ® N\gogRyt AL /9 M4 Fhed
® APL PMM™MTT AttA PaRL ol Thed ® T+t AT &AMt
o NATE 1H NChF 4PTT PMNTMT Tt @ NARLSRT PN L6 MN+PDEP ¢ ADr$T
® ALY NMNLA AORGC PAPAMT Fhe ® o/ +P P P7YHN ANTBLEC Tt

94 HAEFTUT ATIRLN ATL PHAEF ANHNNE aB4 (&7 aRdRf ¢t 4G M4BT PACH YALTT
BUTA: FhnAT @ 27 NA&P AT TR N&PLATF PARA+4 hdREdaD/ oM. dpaRn/t MID MAY
11C 10

NHU L8+ ACNAPT ATITH hHU NFF PAD- ATMLH PHAET AN+NNS T AR+@ N Pa:NTF AT
NMAATRANT @PF 92 AN ATLTRTIN PPLNA::
&Py ARdAF P EgRet N PP PMHLT ANAT ALLTTF NF 1M
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APT8Y8. ANA AT T AP\t ATLTL A% TDP NALTIETE N@ IC PAPTT PN AT FIT
MM AT PCHEAAMATELT PATAAT ATPAA AL ANA ATLL AT NARLNG PaRPF ALA NAATO-
NeMAATED A LHI® PEr ANA ATEUPF ATLNTTFM PLLCIA: MEID AL ATE ANAT
TIARIT AT P TFD NG ANANPTT £A°CMm- LUPTA: LU haREan/ @ NAMS h+LF
@AM MEMT MQYTF FAA AT j0-::




PP Pa>P NUAT ARAPTE 2% ARYT +eRT94 PAM- ULA AL PNL AT hanBan/ Pm-
AT8.P0¢ PLCIFA: RUIR PLH AT PITHN MELPT £PTAA: ATPAA NNEETP BN 140N
BHLIC NAPT ARTE 12& AD-eh, NA N0 AT 4T PAAMALM-T TH APPIN BFAL AT 10+

PUAT® METIPT AT NAPAL+E NZA , NPLH® NUATR P ANAT IC 1T F1T APP4Y N FDAP
NAN PaRyehy &ATTTT ATTFIRERT AT HIARTERT NG U3 ACRPH AT ATSPT NMID ANLAT 1D
AU 10 NPLHM NANA NAPITTHT NATRLAT NEAILID MLTITE ANFETP NFLNTHH@M- dBY7 L
AT819F PRIARAC: NHEF @A PA APTSTS AM- PI4- HAEFTUY AD-Y ATILZ PARFATTY
UA PRPLCTHT PAANTTT N ANTITFE NF 10 110 17 AR &7 P10 dPhFtA N4LAT
ATRYE PR e aBZ ATLAPIPS NPLHM- PHET ANATT APANAN Le+T NATINMN APNF+A NF
ALY NI M4 TH ATIAAE AT PMHET AR NT ATPEME ANEAT 103



AHIEST AP L M-MTT PARLARANT AMPAL ORoA6K,

HOE$FT MLLEFT PHAET ANTNNLPT NMPINF@ ANFTY ATV AL TO P9 T
+h38 $L9° +n+AeFy AnT+F LH A=

ANHEE PHOEF ANTNNZPT ATLTGI4F ARTL HAIETF NTYL AT 1H -V 80% PR PhAD-
HAE+:T ATMLLETF ADA 20% PALLIM £979° Ho1 B+ AMPLN LD-AA:

NHU NFFF A3 HIEF ATLLET P8 6 PT PT AMPAL $LI® +Ntiet PPLMT ALUT RU
aan/ e APY878.7 LI +h+A NMINF NN PNELA=
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NULMTP @-Nm JoI9° ALTT 17C NTRLLAPT Nt NA FEBR me+ MNLEPT NAD-PT AL
PHIRAL+ @NL AL PTLPNLATIET ARALFR 1THNL PRGN MNP FA: DL HAEFTIR AL
1M Fidm +aAAL 1O mTF ANYLLe NUATR PHAET MA+NNLL $LID +N+ieTF AR
PN+t AUT NUATR APATPTT NTLLPCATFD: A4 FT AR +0AT LPLPA:

AT918.2@ RTHUT 12F NFNLF ALINM NUY AANT HAET PaRyA UAN PP AR (DRTD AT
1N AT +@ ARPT ARPCIP: N FR P DN A4 AT FAP NF PR LANPTT ATL HAET
NAMPLAN APNMN ATLULT TN& ATRCIAT:
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NAHU ATY.PL4-BF HAEF AP L NID-MTFPT NFT AATRCPT @AM ATLFAAT M PLEPF ADAN
AT} AR /8 ADAZFP meF AA TNYL AR PNLAIP FAx

® ¢ qOM-9D PAM- 17C IRILT 1M-?

® Py ;MM 17C JRILT 1M-?

e HIEPF P LLTF OF 17

® A78.U ALYT HIBETT AL PR FL0DM- A5 YM-?

® A18.U ARTT HAEPT AR AdRFR9P 9o PUA Mk, PAMMA?

® ANTNNZPE HAEFFOT NAAT PHAP PRLLCTHT AT 10-?

M$PMG MMF PHIET AL ATI@DMT NAL ATIAGT MPEPT (AT AAATI® M PEPT)

P AMD ARAN NMIR DA 10 AAPTITR ATRAA PUAT AT FR P2 MO 24PT A& PLPT PHHIE
g2 4C A18A i PAM-Y A&+TT ANNUT @M BT P+75m 17C 927 AL PT Ad THAT
101 2U 919 PACNP F8MPF A1 AUF ATLMMFA A8 PM¢ £28PFA: BN PARAM- 11C
$LqRM-R9R NAY PM-FM ANATT A TTCET AL NA A28 AT NAAT HAIETT AL NAPTTF N 1H
APNARET NH ek, ALOM- LUTT NPAN 9L EFAN:
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NAHYU A&N ANN @-AD 9°7F AP+NA+T 0F APHNTDT AT8A ATIDP PPN AT ARN! &AMN &Y
MLgn 2767 an/E addARt LFAN: N+ NALNCE NPHNAT AT NEASILI NFEFTF AL NA
HIE$F PAOMMT MO FDOe P NARARANT P+ NF AL 9°F AT ODF ATLMNTMT NY7N D P
LFAA: AT8.U9R 927 AR TF APTF ATARANL HAEST NEP ATRL 9P £ $L5 ATLMUP'r NTRPLLTHT
MGt ATNET AL+D TMOP LFAN:

P4 NALLNTPFTYE ALEFPTTT PALRFTPET 38T AT NHU NET £6T° ATT+PTFO-

PP FM™T APT M11C PAD-T mPIR APAAD- ALARANE: NASC A1ITCT 27 AA 11C AP+hNT
AT8A NMOP ATE IR N+AL B9 +APANL F8§M,PF7 P PN+591 8 NPT $LI° NAD- N+RLT
HAE$F IC NAGENNC e+AN HAEF PMLLAPHT AIMT, A TEL LFAK:

NAHUT mTF NYLe NBA AL AT PRCATFD- NChF @ALPT APALY 10 NTAD-T HEF
ATN+NNC NMIP PR PALAST T8L 1M NTA® YAN ALY ATLIPTHNTA +1& ATRLCIAT:
PN+ TICFT NTUN+AT AThT AR P78 A

o Www.eventeducation.com/event-analysis.php

e www.audiencemetrix.com/planning-for-event-research/
e www.cventtutor.com/blog/event-planning-means-market-research
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HIET NTLLLLENT TH ATR 17C PARLEIC/M- PHAET @A YAN NTIHIETF 10 BUT® HIE+
PaqRZoNF FPRTLF PR IAONTT NACINMT PARLLENT APY1E jar: A8 PM-IP 677N YAMMTT APAM-T
HIETPT ATLM AL NCF AR CTIM ARAPANT &FAN:

NA HE&T 67M YAN NTLLAMNNTF 1H
® \JP7:
® an7
® goo
ATLAT 3 MPEPTF ARAN M) TF LRLNPFA:

PHHIEMD- oD ATIR PATF UPAT TAFTIR PARSANT PARR+TT PADGARNT PaRPt AG PADAIYF
UPATT &AM N+FA M7 PR P/h AP AANT: PRFLHRI® APL A POM- PFEMPTPT &ATF
ne79°+ @-Np PR

A3k MPEPTF (AFPTT MY AT 9°7) A2AN NI TF PHAETPT 67A YAN MDPT HIETPT AdMsk,
@A PH LFAA: UG MELT AP74 A48 CPHTT 67N YAN APMG AP3H ATBANPF ALHY =

AT IR NALM N&EA AL ATL+NLE-M NAL A+MerTt MPERPT APAN AR T+ ABMYF MG+
mnie LPCNPFA:



@ NPT EmeE PANPE 11T
LUTY HIET MELT PAATT ATRIET 102

@ NHAEE WITE P AT 1IC PN 107
® 18810 LLPFY ATNHPOP 1077
@ P+ONF FSTMPTT AT T 107
® N&7A YA NLFaRTH AR Met
AT 1087

4

4

NHIEFPF AL AT997 AT87F ANNPA?
@ F5MPF
@ PS5 PT AYILT
©® PHAIETF 27
@ AT NAECAPT
@ APLNPT/AICT/P1IHN £I&
AECLPF
FEMPTY MDPPF AIC ATRPT/PTIHA
£I& A18.PLCT MY NME P+AA
ATRMUTY ATIDSP RLJPFAx

6 FET PT.PY AMBPF PN+ P Db

M@-/P PA+PM-2NT ARG LT MHT . . .

9o BHF AFLM: ATRIRIN ATHDP
POTAPFA

-

@ NHU NFF N0AF AFANNFD PRI
11CF +7A8PA:-

O AHIEFP PaD/ M-t 16
P AFFM-Y 8 PTF
NaChNF aRY7285 ARATPY
N PN+AAGNT aF78 AL +OAT
LPLPA

@ HIE+ 927 CON NAMM-
FBMPTFPY aoan/n FAAN?

@ F8MPTPT PR MB.F JRo)NG
aMmm 9o ja-

@ HIE+ APTNYLL APA 9P
2nemga?

O A&+ 927 &P PhNEAA? MLTIN
P+INt AT99F NF PAULTTFNT 100-?

O AHIEFP AT AFSTMPFP LNAD
Pan D MY M- Fpe) M FRIET JO-?
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PATL PAIC N ASN P4AT APHYF AHIET ML NP ANt AT8.Z8FM NNF (reh, P9R.L/9
P&AT FCAT THIBTF LATPA: AUHN A&EF NMLFIE NHU HIZ+ AL 150 APFT a2 INH
LATPA: AT91L 0 R8N ATRMUPTTFA MY PAFM 77HN NMIR AN 10x: PFIR U HI B+
TAP +BAT ATLMLADC BN P

® 9o K 0yF F8aQ Py AdR INH PANA? AIRY?
® P INH T ATLTF 1M™-?
® I RLYF Fe I ATB.MPAD LADAZFPA? AGRY?

PN+ 11CFT NMh+AT A ThT AL P95 A:-

e www.eventmanagerblog.com/25-event-themes-that-ooze-style

e www.cventbrite.co.uk/blog/70-event-ideas-and-formats-to-inspire-your-next-great-event/
® WWW. blog sli.do/ 10 creative-event-concepts-that-you-will-want-to-duplicate/
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PHAE®T 124 YAN N4 hdk NEA MR 28 L99P AL MM+ LIFTA:

ACAP AS NNCPF LAD- &7 NHU NFTF NATIAS-T 10NF OANG @A 99/ PIRFE924F NH.U
228 AL 1@ PHYEFPY 670 YANT e NHIEB, N3A NHU NFF e+Mer+T D PRPF arapARn
LRCNPFA: ADBARLP AL PRATF mGF AHU 828 ALIR EMPTRPFA: NHU NFTF ANt AT

M PRPTF P AM-F ARANT PHAE+ AN+HNNS PR ACAP NE A& ALAGZTES ATFA A LLCHNTFO-
PRIt WAPTFY ATDP PATFAPFA: HASFPT ANNT PORPN®T ATHU +oINSF §TF O

H&T PLLANTY ¢ AL NHU NFT PPLNTT 6 HOBF Pag 2/ FY N+ A.OOCM: NHU NFF Pl
D PEPF NAget @>-ND PATN:- 1RNT N9oF a-Am PAIN:-

® 7 (AA 9o PALNGDT 11C AA?) o PNFD NéF

® 2U 7 A Nt ANLFA F8MPTF IOF 102 ® NF@ AJNH AALF@ FLMPF IoF 1D-?

® (%% AJNH ANQTFOD- F8PF IOF 12 ® ANF@ PO NLADTY PI PADNL A ABTD AAPH?

® (¢ PPN G ARaY P KA?
® N<¢ NCYT AA? NE APC PATNA?

® PAANTCH Y24 PNLAIA? NFM- AR BY4+C AN?
® N&5 9°F PARe8E NF AA?

NAL AtMmeirt B PEPF aAN NAPAMF P+INL+ HCHE AHIE+D- AT ARS8, +9INC Paqans.
A 2Nk NALTIR AMREMMEC AT8.LS AT NAREMMLP $0 AT8.LHT ATNLF AT
NAHU 82 ®mmC ML NTAD- CON NALD- ATTARAT:



AHo &+ P PNL AT 77HA

HEF MLLEF NAREACPF NLF PNET AL NIHIET 907 PUA Mo, ATLMFPLPF apyant
PNEATIPFA: NHU @PFT NAL AT8LIMNIPPE NALYISYE PTYHA 9995 96 N+ehNét 9°7F PUA
AL P71 aMP PNLAIPFA::

AHOET 0 PALATD-T 7THAN T+ PR FANTFD- NChF @ 1712F Ak NtAT LD PNTA NEC
ATNF ANN HAPTRM- P1THAN EJ& (NG-0-8 £718.79) AWEC &40 NHAPLR a2372F 77HN T3 T+
,B;f\s\ﬂ 20T AYE, PR 10T NMPCNF HAETF AL 7THN AT T+ NChF NATTT am$Ie
2 AL

NAP 771N P9, L7 F-NF O T2 IgbeTF
® P4NPY 77HN NAR&MN
® NILFETP AG/MLI® NN+ANP ANAT NEC NAPMPP
® Ho &+ P PhY8.NF NF: LINFF NAMRMY. PALNEAPT N&P

NH &+ 77HN PAR7HNF M- ABY) -
® +ht apAm
® P+APR PO NFPFTF HIEF
® Jo LTy ADAM
® NHIE+ AL NF hé&A NTINLPT
® H9&+k N NYLL Nt NF AL NTYT% PAD MM APAK,PF IC NN, F8L AL aRRL.P(C
® Am MHIEF

77HA P IENF D AdeT TIgT

NAJCT

N7IHN &I& NPT

CEST MAMT P L AFT:-

NIRAR F°C+FF NN+ PDP

® PI¢ MINZANP JALIT-LACKRNNC7T 4T MAA N7 INAT)

EI& A& L1PT NANHT®- 1THNFET MEAN PTALATT $LI° A NNLFTT AINZT NFING NAFTFar
JIC AN H B+ jar: PTTHN I& ALL1PT PTLATTT 11C ANPLT® DS NHI® PAA
K2 LBATP:
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APLNPT

PAPLNPT FoCeR HAE+ AT8NN LT ATENAR A PLCT £FAAI NARPRIR 997 AT LMY MPa™
ACM AT N+AT HEPTF Fdt BAM:-

® 0298 AhAN:- NHU NTF T IC WC+PA?
® M&M:- RIrT ATEMPT™ PMSMPE A AA?
® Ptlét NP APT DA AT e IO BANA?

® AL ART RLPTF Nk TFD-?

=
€
g
3
o{
_re_
NC

APGNPTT NAZ M NBA A LPCN O+HNTDFUTT 17CF NHCHC PPHT NI°T PUA 1H N
AT PPCMT PMIARX PATTHH M ADL 42T U TR ILHI® MP T, M-




NF@- ATYMNET F8TPT +NTRY, AP (NdkT PANTF NF)

MmNP@O-T PNL-L N&PT LUNIERT PATAIAT ANMM:-

apZ+F 2IRGT JPAA I9A LT ADeZh:- NATE ANHTITRT AdN,
N.aom 2.an/mg

E1-E PR LIS MLE0 Pan bR,

angd, P & Nt

+W-Obpo JbY

AHOIE+ +NTRem, PPy &N A18.FC TELT
AR AR MNLFPTFY TN (ATPAA:- AT chuCPT PMZAH T

7AN AT (DT DEP) MLIP P91 S8 TP ML LFAA
PNP WotPT Mg ARIP PATFM-T N AAMS £7F APUPY £5°CNFPA

&PLE WiAFTFIR P O+ Me PARINH U3 PATD-?
NNF@- PR A+THADET +oINNPFT DG AANNN PAFD- A U £7NA
NST ANNZTTS A PP 180T Tt PAMT TP NF- AATFD-
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PALE MNTPMEP ML HAETP AT M- PTLAFFDT F8TPF ITHN AN PTR/S
YL%F @k LUTIIR NANHG M NANA NARYLL AT NHARTP dR79G HE,PF(LHNA Ah1L 8.8 +A .8 F)
NAPM$I® MNTMY L FAA:

Nh&Ak ALFL NP PTRLAAT 24 ATTITA HALTT AB MPT, PUPF WAT PT PT N&EAT ANTE
H B+ AL NI TF F8TM PF AFAC L9719 NATE NAL P17 RyF ARAARLTY A MPI™ LFAN:-
ATHUI® NANA NAPYL AT NHARGP aP79G HE,PFHEPTF(AHNA AL 8.5 FA .8 P) APMPI° §F M-

AHU 228 AL Ho1E+&T P a®ANT PTHN MNehNonT
PMN+POP 24 PhTO-FA:= NAHU NPT NA HOIETP gogD

hHA B+ AD L qo:- P P&t 17C NAAA NHAIE+ AL ALTT ATLMTA AL LI NTIAN
B+ NEmL N NFT NPt MPEPTF AL 1H MAL N, 7N A 918 ANL AT 10

PNTDF +eNGT
| — o FRTUPE INHTD DN AAHLLT HABH TOLF P9 PTTA AT 107
o FAMPE AL +MPT, TFO-?
HIE+ APHNYL APA o PALY HIEF ATRARCM,. P PRCITF 17C VR 107

y;ﬁ$£ﬁ§4:£: b o NAF MHIET PAPTT Fh-dF ATRAN PR PNTFA M4 ATIL6he
LUy?

~ o AITCHT PIEMPT™ NPT MEF A48 RFAN?

o LH@ NMEEZAR ANP LT N+ @-ND 7N+CTFT MNFOELPT NADE
'H"7E"‘h NtMTed NH3A o 7\,'}‘?‘*‘,? CD"th‘ ﬂ.9>6\ ?‘"‘L'ﬂC m‘\}\h:l" ﬂ'%f\*) hf\ﬂgd.h /hU-.’l,g‘D }\E.o]
gt S @M, 09 Y7L NAOPY/ PPMT 2UP7?
o NPT PR A& PARNT AAN?

o F8MPTYT MTH PIPFANT Ui PHAA ARY7L IRIET J0x?




MANLP L2 12FT N+HAN+

AIHCET AL Tt AT FAFO FBMPF 88 FA MAFOELPTT NPT PHIE. AT UI° TRINL-P
£ 18% Y +Mmeaem- (PF9° NHU NF 12N ALPCNPFIR) HALTPTT LN+ PO-¢: HISFPT+T AL
NN AT A INF149° NAPAAA Y1 LF A+PDPPF YATD A& TN+ AT LT T ATLM PATAPT
ARHYE: BUIT APT HIIEFTPT ATRPT ATL.MOM: PARL AT NPT NATHU a2 172F NF NMN+PDS
mmAY AP CNPFIC::

PLNPT AT
P&LNMh 1% ‘) PN N EFPT ')
‘ PLNP PN PN AD-F ‘
PHIET 1% ASN &+

Nt PPt PARIGE ARZNF/TELIPT &NHN PALMPI™ ANHEET APT ATITF P9 PNTFe
Meh, PTIEMLP MM FTY AOY1L 10 ATPAAT AFERPT POALT NPT tA 149D ATET 110
ATN+PDPT F8M PFF ACRAN P PATFA NL +PNLYIT APLTT PA FRCH ARY1L J(D-x:
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@ PHNAT MHEFTF




-h"L,E APA:

LU NANHT D PAq/A 8L 1M HIB+ APHNYL AT8A AP/ XG A YHCLT PO MeaD NPy
AATTT DAPS ML HAEFP N ATEMLAT PATAA: NATHCET PTUAPRT 17C NLFCIR AN,
HIE+RT LA PCAM MLIP 2% ATN+D 3@ 9°F LAPAA ATLINC NTIART MLLF ATIN+PDP
M AMPa™NF & Ak

AT 2F ML HE+ LA M TP YIHI® AL GATDY AOPNA M4 ATHL 1M1 LUID &37+5 170 NPIMID
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e www.info.ahredchait.com/blog/the-importance-of-a-post-event-evaluation

e www.ama.org/resources/Best- Practices/ Pag es/Pre- Plan-Your-Post-Plan---7-

® Tips-to- Maxi mize-Your-Brand-and-Increase-Leads-After-an-Event, aspx

e www.guidebook.com/mobile-guides/know-ask-post-event-evaluation- quest1ons/
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Event Checklist

Three to four months before the event

Two to three months before the event

Activities Lead Activities Lead | Due Date
Establish Team & establish responsibilities Work out your Marketing Channels
Establish Concept based on your research Drgft .eve.nts progra.lrnme outlining each
activities inc. Curation
Hold planning meeting re event Concept & details Deslgp physical & digital Promotional
material
Identify Budget & funding sources Print & distribute promotional materials
Develop check list Determine on-site registration, evaluation
procedures,etc. ..
Identify potential dates & Venue Book event with caterer and establish menu
Determine and reserve venue Btook Sound, lighting, projector, computers,
etc.
Identify & confirm guest speaker, VIPs, MCs etc... Plan decorations
Determine guest list &/or target audience reach Hold regular meetings review checklist &
processes budget
Six weeks before the event Four weeks before the event
Activities Lead | Due Date Activities Lead | Due Date

Hold regular meetings review checklist & budget

Finalise event's programme (dynamic) &
share with MCs etc...

Review programme

Draft script or talking points for speakers




Event Checklist

Finalise your funding

Re-confirm speakers & VIPs

Develop risk assessment & confirm viability of the
event

Review staffing assignments for day of
event

Develop & distribute press release (having built a
database)

Meet with vendors, follow up on all orders
& pay deposits

Arrange photographer & Videographer

Consider site preparation - cleaning,
equipment & trash removal

Two weeks before the event

One week before the event

Activities Lead | Due Date Activities Lead | Due Date
. . . Hold regular meetings review checklist &
Hold regular meetings review checklist & budget & &
budget
Checking on your promotional activities online & Finalise all displays inc. art, merchandise
physical etc..
. Confirm numbers, guest speakers & guest
Start confirming numbers of attendees . » BUEStSp &
lists etc...
Meet with caterer on site to discuss setup and final Confirm arrangements with vendors ie:
menu MCs etc..
Prepate event signage Print programme, name badges, seating
charts etc.
24 Hours before the event Day of the event
Activities Lead | Due Date Activities Lead | Due Date

Hold team meeting to check on everything

Gather team well ahead of time & perform
dry run & confirm roles

Contact caterer to verify all arrangements inc arrival
time

Set up display, seating, food etc...

Confirm all arragements with vendors inc arrival
time

Double check all audio visuals, lighting etc
with vendor(s)

Ensure set up with Venue

Ensure decorations are in place

Ensure all social media is up to date & send
reminders

Place team in position




PHIET 6

One to five days after the event

Due
Activities Tead Date

Write thank you notes to speakers, volunteers, staff and others

Complete evaluation learning for future events (suppliers, team, feedback
etc..)

Collect all photos & Videos

Consolidate database

Share all relevant communications on social media

Share all relevant communications on email to attendees

Send updates to funders along with learning that is relevant

Reach out to Media




PHIET NE+

Expenses Income
Estimated Actual Estimated Actual
0 1 ToullncomeinETB 0 0

Estimated Actual Estimated Actual Estimated Actual
Site Catering Site
Venue Food Tickets
Staff Cost Drinks T-shirts

Food &

Equipment Linen Drinks

Estimated Actual Estimated Actual _—
Décor Programme
Flowers MCs
Candles DJ Estimated Actual
Lights Transport Total Profit in ETB 0 0
Balloons Other

[Tow | of ol [Tem [ o] o]

Estimated Actual Estimated Actual
Marketing Miscellaneous
Design Telephone
Print Transport
Distribution Stationary
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