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This two-day training course will grant you 14 PDUs.

Workshop Description

Whether you are responsible for producing a company picnic, a sales training program, or a multimillion-dollar
new-product launch event, you will find in this training you have long been waiting for. This course has carefully
and ingeniously adapted the proven principles of project management to the art and science of event
management, thereby producing a new, fresh, and highly effective system for managing corporate events.

This two days interactive event management workshop will provide participants with the tools to achieve
success. The scope of the workshop is customized and presented to maximize your success in putting together a
systematic approach into the various phases of event management from initiation, planning, implementation, the
event to the closure. Each phase will be analysed through the process of selections, monitor, communication
and documentation.
Who Should Attend
Anyone who is currently involved directly or indirectly in the event will be benefited to this training. People in the
following categories will find the workshop particularly useful:

Event organizers

Project managers

Event planners

Marketing managers

Event operation coordinators

Finance

Purchasing

Course Facilitator
Francis Hung, MBA, PMP, PRINCE?2 is a bilingual professional specializing in portfolio, project and program
management and purchasing management. For the past 30 years he has worked with large companies in project
and event managements from the US, Canada and Asia. In particular, his work in the adaptation of project
management processes and his creation of an event management body of knowledge supply the strong skeletal
structure. Thanks to his years of experience with Nortel, he brings practical information, an insider’s view of the
corporate world, and many live stories (both from his own experience and from her co-workers, vendors, and
friends in the corporate community) to match the theory to reality. Francis was a Nortel program manager
directing multiple projects simultaneously following the Nortel corporate project management process, which he
now applies to his own independent project management business.
Topics Covered:
e Introduction to Event Management — the business of event management; the phases, processes, and

core values of event management

Event Administration — managing time, money and human resources; information systems;

stakeholder relations

Event Design — event definition and conditions; concept design; event programming

Event Marketing — integrated marketing plans; sponsorships; promotions and publicity; internet

marketing

Event Operations — site development; event logistics; communications

Event Risk Management — loss prevention; legal compliance; health and safety; emergency readiness

Effective use of event management tools and templates
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Effective Event Management
Workshop
Day 1
0900 — 1030 Introduction & setting training
objectives
0915 — 1030 Initiation, Phases, Process & Getting
the Contract
e Understand the event drivers

Conduct feasibility studies

Use feasibility tools

How to write winning proposals

1030 - 1045 Break
1045 — 1215 Planning: Scope, Schedule, and
Budgeting
e Get the project management concept
e Gather event requirements
e Develop event timeline

e Learn cost estimate and budgeting

1215-1345 Lunch
1345 - 1515 Event Design: Theme, Decision and
Implementation
e Develop a work plan for event design
e Learn and develop theme with
creativity tool
Make decisions using decision making
process

1515 - 1530 Break
1530 - 1700 Essential People Skills for Project
Managers
e Learn the PM’s essential people skills
e Understand when and how to use the
skills
Demonstrate the team power
Development the communication
Plan

Day 2

0900 — 1030 Event Operation: Site Selection,
Decision Making and Operation Management

Identify the key site selection
parameters

Problem solving and decision
making processes

Develop the event run sheet
Event shutdown essential

1030 - 1045 Break
1045 - 1230 Risk Management: Managing

Success
[ ]

Why event risk management is
challenging

Identify the event risk items
Evaluate the risk value of each
event

Develop the risk management
strategy

How to take advantage of the risk
‘Opportunity’

Develop the risk management
action plan

1230 - 1400 Lunch
1400 - 1600 Ensuring Bottom Line Success —
Tools and templates

Introduction to Apollo Event
Management planning tool

Event database management tool
MS Project for Event Management

1600 - 1615 Break
1615-1700 Event Design templates

Event Management templates and
checklist review

Event operation manual
development

Project close down and lessons
learned

Post event activities

Role of the Event Office

Martin Linking reserves the right to change the venue of, or speakers at the conference should circumstances require. © Martin Linking
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Initiation
Phases Planning

Implementation The Phases illustrate the sequential nature of
event management, highlighting the criticality
The Event L . .
of time in any event project. The phases include
Closure initiation, planning, implementation, the event,
and closure, and are derived from traditional
project management terminology.

| Initiation II_PIInnin-q ” Implementation | Event

[ TEMPO will be established by available TIME |

Assess

Processes Select The Processes illustrate both a sequential and
Monitor iterative system that promotes a
- comprehensive course of action as well as a
Communicate . .
dynamic approach to the changing nature of
Document events. The Processes include assessment,

. selection, monitoring, communication, and
- -
documentation, and are based on widely-
accepted process systems.
et I—‘l Select I—~| Manitor I
|

——  Document

Administration

Domains Design The Domains represent the overarching areas
Marketing of activity or functio.ns within events
management. They illustrate the full scope of
the responsibilities assigned to event organizers
Risk as well as categories suitable for an
organizational structure or effective knowledge
j ﬁ management. Note that these are organized
. ' - alphabetically, again without any implied

hierarchy or sequential application.

Operations

| Admin " Design “ Markoting Il Operations Il Risk ]

Pre-Course Questionnaire

In order to tailor this course precisely to your needs,
the course leaders would value information on your
knowledge. experience and reauirements.
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ABG Golf Club nc. “~ Event Planning Tools
Event Management Project Tracker

Cempany Confidentisl The event planning tool provides a
Project name Projoct typo [ Cstimatedstut  Estimatod finish  Estimated work convenient way to record, track and monitor

A Datum Cosporation v sonatoz E 3 J—Ei-—Z(-O% . P .
' s e : various activities in the overall event
24-Feb-2005 25-Ape-2005 5

Ay ;- Lokt I : planning. The event can be divided into
T y Baae Tt o phases and projects. Each can be sorted and
analysed from each category.

Caha Winery v s Pl 1eApe2005 12-May-2005
Coha Vineyard & Winery 2 | M 5 22 5
Cantoso, Ltd ; it 5

Contoso Pharmacesticals W : 14.Jun-2005 12-A0g-2005
Consolidated Messenger 3 . 30-Jun-2005 30-Aug-2005
Fabakam, Inc W 16-Jan-2005 15-Aug-2005
Foutth Coffse " e 17-Jul-2005 1-5ep-2005
Graphic Design Institule : L ’ 25-0ul 2005 30-Sep-2005
Humongous Insurance W Event strategy devdipment 1-Aug-2005 1012005
Lituare, Inc 2 20-Aug-2008 2.0ct-2008
Luceme Publishing 3| 2.30p-2005 124102005
Margia's Travel = = | 12.80p-2005 254642005
Narthwind Traders: W 12-0ct-2008 20-Dec-2005
Proseware, Inc | 240002008 14-Dec-2005
Schaol of Fine Art 4 4-How2005 24-Hov-2005

OTAL
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. Event Project Plan The Event Project Plan (by Apollo)
provides a template of event tasks that
have been pre-defined for your use. Once
the task duration and start time are
entered, the project tool will automatically
spell out the overall schedule and
dependencies for the overall event
including the cost and performance
tracking.

2324 25 26378 2230 1 2 3 [l s 7 5 s [

About Martin Linking

Martin Linking Business Consulting plans to produce more than 80 trainings and conferences
and works with senior executives from the majority of the world's top 1000 companies to improve
their business strategy and match their learning and training needs in one year. And we continue
to grow.

We also invite the leading business practitioners, industry decision makers and innovators to
share insights, best business practice, and new technology at our forums. We are dedicated to
give attendees cutting edge information they can use immediately. We constantly research
and listen to all industry sectors to ensure that the business intelligence we provide is timely and
cutting-edge.

In-House Training Solutions

If you have a number of delegates with similar training needs, then you may wish to consider having
an In-House Training solution delivered locally on-site. Course can be tailored to specific requirements.
Please contact Whitney Shen on +86 28 6552 1255 or

email whitney.shen@martinlinking.net to discuss further possibilities.

Martin Linking reserves the right to change the venue of, or speakers at the conference should circumstances require. © Martin Linking
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Initiation
Phases Planning

Implementation
The Event
Closure

| initiation Il Planning Il implementation | Emt

[ TEMPO will be established by available TIME |

Assess
Processes Select
Monitor
Communicate
Document

Coemmunicate
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Administration
Domains Design

Marketing
Operations
Risk

ﬂ'ﬁ--

| Admin " Design r Markoting I| Operations I| Risk

MBS B AR, R TR
AT I H RIS ] oG BEE. pr B E s, M
X, S, ARG, XL ARSI
FE B IR A2 Y o

WU 17— MEsh A AT st f2, Ak
— AR B A WAL R I B A T i
FIES AR RS Zd RN, &
B, MR, SCRASORBRL, IXERUTZ
WA S2 IR R GE LA o

S A 7 i B B L )47 3h Bl I BE Y S IS
o EATH T O BLATE S H A E UUSGE S
YH 2R 45 W) B AT R S R HE R I 1 BT
Fl. HEFE, XEREECFEHTR, #
B ATA BB 1SS R BT .

DT A AT R B AR BRI LT S e B U S AR AR . © BT 4T




o [E ¥
2010 4F 10 H 25-26 H

Martin Linking

Business (ousalting

06 -G o] 200514 '

i ABC Golf Club Il?c. ¢ ; “?ﬁﬁJ‘i’-l‘ilJIE\‘

Event Management Project Tracker

WA T TR 7 — I IRk
AN T ARG T — A7 R
= Project name Project type ] Eam n Estimated finish  Estimated work  Duration ia% S EEE/% *u %_ UI_\"J % ,TZIS 7% ij] .‘L+ tIJ E(] % Iﬁ ,/Tjﬁ
. Datum Corparation Soiatel
LY. k EM2| conzion 20-Jan-2005 5 — N — N / N S
i ' Tam 0. SEENATS N BRI H . A T
Baldwan Museum of Seidnce Pl aaFenans B Blo 1 # JrECHIINH o B0
Blue Yonder Aidines XK 3-dar-2005 18-dar-2005 2 NEITe N S N SHe U 472/
City Power & Light | s Lo 5 19-ar-2005 29-454-2005 U\]& ﬁFF‘ }JF}J\ IJ]& 6] *ﬁ
Cn:\n Vinayard . W 10-Apr-2005 20-Apr-2005 /TT ? ’ t I jtj] 1T °
Coho Winery ’ P 18Apc2008 12 May-2008
Coha Vinayard & Winery Ev > | 12-May-2005 22.Jun-2005
Contoso, Ltd 2 furt 23-May-2005 21Jul-2005
Contose Pharmaceuticals M 14-Jun-2005 12-Aug-2005
Consolidated Messangar Y 304092005 30-Aug-2005
Fabrikam, Inc A : 18-Jan 2005 15-Aug 2005
Fourth Coffee v 17-Jul-2005
Graphic Design Institule ) 25-Jul-2005
Humongeus Insurance v it 1-Aug-2005
Litware, In¢. | 20-8ug-2005
Lucoma Publishing 3 2-Sep-2005
Margia's Travel Y 12-50p-2005
Honhwind Teadars W 20002005 20-Dec:2005
Proseuare, Inc Ed___ 240012005 14.Dec 2005
School of Fine Art Event planning i 4-ow-2005 24-Mov-2005
OTAL

! Sgadateatosntrasand

BB Reoniog,, Tracking ASSRRURIUIRN Ackusl Tolsls /£ Hours Chark LD ERIREL L) m—

. Event Project Plan &I E 7R (by Apollo) T5E A it
T PG AT SR . — B AT
SRR RIS AR S Bhisk ), T H T EoK A
A AR A R AR O R, BAETE
B [P BEAR AR TN I BR B

PRl =20 25 2c[@iB8 030 1 2 3 [@Bls 7 s o wiEE

DECORATIONS

ENTERTAINMENT

REFRESHMENT

KT HITLH
LT AR S BT RIS ALV 80 AR IRIZ, S4Bk 1000 58 F 1) 2 S8 — B m i AT 7 2500, 3 2 A AT 2% S0
Bl k. FFHBAFEARE .

AT G A B B, P G R E R RO TG S > AT B AR, RER SRR . BB TARMNKE -
SROLENZITT A R E R . FRATRWT BT FERNTE W7 A AT A0 R 3 SR AR FRA 5 L Ml A5 S A S RV I o

SNIWES

WERSE A RV 2 N RO FE, WARALHE AT I AR TT R BEIKLE ST A R I 2T . IF BB IT] DAA] DUR I R
PR BRI

WH R Whitney Shenskitig & 1EM T HE:

Hiif: +86 28 6552 1255

HlIB: whitney.shen@martinlinking.net

ST AR AE L R H LT B s IR BCR . © HiT4mr




Effective Event Management Workshop

SH10038-Sales Contract-Please Complete in Capital Letters and Black Ink

Sales Contract
Please complete this form immediately and fax back to

Whitney Shen

Fax No: +86 28 6552 1233

Fee Per Delegate

D Two Day Training Fee RMB 6995 per person

All the registered delegates are entitled for a set of documentation
free of charge

l:l DOCUMENTATION RMB 2000

If you are unable to attend the conference/training but wish to
receive copies of the conference/training documentation, please
complete the sales contract, tick this box and return the contract
with payment details.

Full Payment is required within 5 working days

Name:

Position:

Email:

Name:

Position:

Email:

Name:

Position:

Email:

Organisation:
Address:

Town: State: Postcode:
Tel:

Nature of Business:

Fax:

Company Size:

[ ]1-99 [ ]100-249

[ ]500-999 [ ]1000+

[ ]250-499

Authorization

(Signatory must be authorized to sign on behalf of contracting
organization.)

Name:

Position:

Signature: Date:

This booking is invalid without a signature.

Martin Linking
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Register Now

Contact: Whitney Shen

Tel:+86 28 6552 1255

Fax:+86 28 6552 1233

Email: whitney.shen@matrtinlinking.net

Business Opportunities

An exhibition space is available at the conference.
Sponsorship opportunities covering lunch, evening
receptions and advertising in documentation packs

are also available. Please contact Ms. Whitney Shen at
+86 28 6552 1255.

Payment Method

Our payment terms are 5 working days on receipt of
invoice and full payments can be made by bank
transfer.

JFF4a: R ST T 4RI 55 AT FR A ]
JEPAT: TR AR AT R T B R e A AT

K 5 1 4402928009022523952

CONFIRMATION DETAILS: After receiving payment, a receipt will be issued.
If you do not receive a letter outlining the conference details two weeks prior
to the event, please contact the Conference Coordinator at Martin Linking.

Terms & Conditions:

1. Fees are inclusive of program materials and refreshments.

2. Payment Terms - Following completion and return of the registration
form, full payment is required within five (5) working days upon the
issuance of invoice. Payment must be received prior to the conference/
training date. A receipt will be issued on payment. Due to limited
conference/training seats, we advise early registration to avoid
disappointment. We reserve the right to refuse admission if payment is
not received on time.

3. Client’s Cancellation/substitution - Provided the total fee has been paid,
client’'s cancellation must be received in writing by MAIL or FAX four (4)
weeks prior to the event in order to obtain an 85% credit to attend for any
future Martin Linking Events. Under such circumstances, Martin Linking
will retain the other 15% service fee to cover expenses for prior cost that
has already been incurred upon the acceptance of registration.All
bookings carry a 50% cancellation liability immediately after a signed
sales contract has been received by Martin Linking.

4. If, for any unexpected circumstances or reasons that Martin Linking
decides to postpone this event, the client hereby indemnifies and holds
Martin Linking harmless from any cost incurred in by the client. The
event fee will not be refunded, but can be credited to future Martin
Linking’ s events. Martin Linking reserves the right to change the
content without notice.

5. Copyright etc. - All Intellectual Property rights in all materials produced
or distributed BY Martin Linking in connection with this event is expressly
reserved and any unauthorized duplication,publication or distribution is
strictly prohibited.

6. Important note: In the event that Martin Linking permanently cancels
the event for any reason whatsoever, (Including, but not limited to any
force majeure occurrence) and provided that the event is not postponed to
a later date nor is merged with another event, the client shall receive a
refund for the amount that the Client has paid to such permanently
cancelled event.

Martin Linking Business Consulting Company Limited
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