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Corporate sector

Government sector 

Categorisation of Events

 

Family events 

Community events

Diwali 



Professional/Business events 

Public events 

Campaigns 

Fairs and Exhibitions 

We can divide events in two categories, 

 Personal and informal events

Social/life-cycle events

Education and career events

Sports events

Entertainment events

Political events 

Corporate events 



Religious events 
Katha Pravachan Diwali fair Dussehra fair

Fund raising/Cause related events 

corporate or institutional event 

Events

Fig. 19.1: Interaction Model of Event Management in a 
Corporate Organisation/Family



Essential Ingredients of an event are time, place, people, 
activities, drama and showmanship.

Event Management

Student’s Festival in a college, venue selection
stage design

infrastructural facilities 
liaison with artist/performers

networking with other activities
advertising public relations

ticket sales

Event Planning and Management: 

Five ‘Cs’ of Successful Event Planning:

Conceptualisation:



Event— Theme based party by the sea side

Costing 

Canvassing

Customisation

Carrying-out



Activities in Event Planning and Management

 Pre-event activities

teamwork

Overall 
Coordinator

Fig. 19.2: Team members in Event Planning for a Corporate/Institutional Event

Silver Anniversary of 
an educational institution overall coordinator

creative 
conceptualiser 



Communication expert

Legal expert
Project Manager

Accounts person
Graphic designer

Facility management expert

marketing expert

 checklist for planning the event 

Creative conceptualiser brief 

project manager

budget statement

Critical dates or deadlines

completion of overall design, 
models and visuals with graphics. A concept 

the legalities of the contract

quotations from 
suppliers. 



.

Appropriate safety and security arrangements 

coordinators with sales and marketing team

graphic designer

Logistics

Finalisation of cleaning, security, furniture
decor communication and hired 

services

contingency plans

Final visits for quality checks and control.

 During-event activities 

Event managers should be available

constant coordination and surveillance of the members 
  

 

Monitoring 

Photographs and multimedia recording arrangements

At the end of the event  

 Post-event activities are

dismantling of the sets.

Final account settling



event evaluation — performance 
appraisal

Thanking

Feedback 

Steps in Organising Events

 

How to 
organise events 

successfully

Fig. 19.3: Checklist for Planning Corporate / Institutional Events



2. Decide your target market 

3. Effective use of resources 

4. Think of a Big Idea - The ‘Wow’ Factor!

impact, mnemonic  ‘3600

approach’ suitable theme 

5. Company policy or tactics used



Fig. 19.4: Six ‘W’ Concepts for Planning Events

6. Determine the measurable outcomes

Shraddh

7. Decide the promotional strategies you will employ



ACTIVITY 1

Aim: 

Task Description: 

S. 
No.

Details of the Event Formal 
Event

Informal 
Event



Evaluation of an event

There are several institutions (private and Government) teaching Event 
Management. One needs to explore these institutions in your city or state.



CAREER OPPORTUNITIES

KEY TERMS

REVIEW QUESTIONS



ADDITIONAL ACTIVITIES 

I Aim: 

Task Description: 
 

Outcome of the Activity:

Teachers’ Note

duties 

Hospitality
Catering:
Transportation:



Management Staff behaviour:
Management Staff Services:

PRACTICAL 1

Theme:  Event Management - Observation and critical analysis 
of an Event

Tasks: 

Purpose:

Conducting the Practical



Format for recording observations of events:

S.No. Aspects of Event 
Planning (5 C’s)

Executed/
conducted 
well 
(Yes/No)

Details 
of the 
celebration

Strengths 
of the 
celebration

Weaknesses 
of the 
celebration

1. Conceptualisation

2. Costing (budget)

3. Canvassing / 
publicity

4. Customisation 

5. Carried out/
Execution 


