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What is an Event Plan?

Event planning involves the coordination of every detail of events such as meetings,
conventions, trade shows, ceremony, retreats, or parties. An event plan is a key
document that outlines all of the elements of an event.

What Goes Into Event Planning?

Event planning includes but it not limited to budgeting, establishing timelines,
selecting event location, arranging for equipment, acquiring the appropriate
permits, planning menus, fransportation, developing a theme, hiring entertainment,
selecting speakers, managing risks, and developing contingency plans.

2013
Task Assigned To Start End Dur. % Apr May

Trade Show Preparation 4/17/13 5/23/13 27 p———mm
1 Pre-show marketing 4/17/13 5/7/13 15 —
1.1 Booth layout plan Steve 4/18/13 . 4/22/13 3 (=]
1.2 ::‘s‘i’:“::f‘:‘f‘i“"’ and Dan 4/18/13 4/22/13 3 =]
1.3 Banners Julie 4/17/13 . 4/17/13 1 =]
1.4 Multi-media presentation Julie 4/18/13 4/22/13 3 -
1.5 Postcard handouts lulie 4/20/13 I 4/22/13 1 (=]
16 T-shirts Julie 4/23/13 4/25/13 3 Q
1.7 Email Customers Tamara 4/29/13 . 4/30/13 2 (=]
1.8 Email Prospects Tamara 5/1/13 5/2/13 2 (]
1.9 Direct mail to purchased list Steve 5/5/13 5/7/13 2 [~
1.10 Press Release Steve 4/27/13 4/30/13 2 [—]
2 Post-show sales and marketing 4/19/13 5/23/13 25 p——mmm
21 Follow-up email for all leads Tamara 4/19/13 . 4/25/13 5 -
22 Fnllnw—u;:-u :;ales calls for Chris 4726113 5/2/13 5 =

well-qualified leads

23 Webinar T . 5/3/13 5/9/13 5 -
2.4 Report on buzz 5/10/13 5/15/13 4 —
241 Press David 5/10/13 5/13/13 2 @
242 ]sl :’:ti:g'r'::h’ Twitter. David 5/14/13 5/15/13 2 @
25 . Post-show blog post David . 5/17/13 . 5/23/13 . 5 -




The event plan is essentially the one-stop shop o manage all of the moving parts

involved in the event. In some cases, it may prove beneficial to share portions of

the event plan with certain vendors in order to ensure goals and expectations are
in alignment.

Event non-technical £acilities requirement

Cleaning & Pest Control

Corporate & Industrial Cleaning, Post-Construction & Post-Event Cleaning,

Canteen & Catering Gardening & Landscaping

Canteen & Resident Chef Services
Resident or Occasional Gardner Services
One-of Services (Tree Loping, Hedge Control, Weed Control, Landscaping & Design)

Procurement Services (%)

Vendor Rationalisation, Price Benchmarking, Bid Process Management, Non-
Inventory Goods Purchasing,

Estate Management Services

Service Charge Management, House rules, Facility Audit, FM Service Provider KPT
Monitoring, Statutory
Compliance & Liaising With Authorities (PHCH/Water/ Planning/ Insurance/etc)

Waste Management Specialist Services .

Refuse & Sewage Management, Health & Safety Training (Fire Drill &
Evacuation), Corporate Concierge,

[e———
Transportation & Haulage . \



Event order specification

In the hospitality and events industry, every time an event needs fo be planned, an
event order form needs to be mapped out with the precise and relevant details of
the event. There are all kinds of different minor and major responsibilities which
need to be fulfilled in the planning of an event. In order to make sure no gaps or
errors happen, all the event's specifics are spelled out in a systematic manner in
an Event Forms.

Event Ticket Order Form

This form Is for the standard tear-off type numbered ticket provided by the Printing Services. Please fill in every
field and write legibly. Ticket proofs will be sent to the e-mail address below. YOU MUST SUPPLY AN E-MAIL
Tickets are printed on white gloss coverstock with gold accents at the ends, Mall this form to Printing Services,
Room 16, PSS Building or fax this form to (248) 370-4544, Typical time to complete your tickets is 2 days. If you
have spedal requests or require verbiage change, please visit our office for further assistance. Tickets are held for
pickup whendone. See ticketsprices onthe back of this form. Orders forless than 101 tickets willhave a $10.00
surcharge added. Special add tions or major chan ges from the template below will in. theprice.

| Presenter Logo or Org. Name Famﬁ:x;; g
] Goes Here Guest w/OU Student §
E| % i s =
> ' >
S| . Event Goes Here
w| 2 ! -
' Day, Month Date, Year
4 Time PM/AM
4 Place - Oakland University
)
Oakland University, The Center for Student Activities,
6 and/or the sponsoring organization(s) are not responsible
< for lost, stolen or missing tickets.
@
Refunds will only be given if the event is cancelled.
Organization Name:
Event Name:
Day, Month, Date: Time: AM or PM
Event Location:
Ticket Pricing: OU Student OU Faculty/Staff: General Public
Ticket Quantity: Due Date:

An event ticket order form is usually used by event organizers when there are
event tickets needed to be designed and generated. An event ticket order form
must have details such as contact information, event & ticket information, delivery
method and method of payment.


https://www.sampleforms.com/event-form.html

ECglgbal CATERING EVENT ORDER FORM
Cochise Catering

Imstmections:  Mesie complete the form in its entirety. Inclode names of oll that aliend theevend. Arach o ssporae poge i nevesory. Mool coss
shall nor escend 525 per peron (inclafing tox ond groing for breakfost or lusch and 550 per peraon Br disner st Obioin appropriae

sign ale aned forward o Cochisee Coseringal Sierm Vigta or Doughay Compad, Send a cogy 0 Acooursly Payahle- Doogloay Canmps
Date of Order: Campus/ Location:
Contact Narme: Phona: Emnail: |
Evert | nformation Special Timing Requests Evert Type
Event Date: Eary Arrival Time: [ || rccup
Event Start Time: Spoaker Time: | | | oropom
Event End Time: Purpose of the Event s gured) Off Campues
Event Location: Buffet
hurrber of Guests: |: Served
Employee Hames PFresident's
Arwending the sl ] China
Bl
{Requiredy 1* Service Time: l:I BEG
Name(s) & Title(s) ~ Sorvice Time: Other
of Outsicde Guests: 2 |:|
{Type KA §f none) yig Ta
Meanu Salections
Item [attach additional sheets if necessaryl Quantity Amount
%
3
3
§
TOTAL: %
I Spedal | nstructions I
Method of Payment
Fumned O Account Program Bctivity Amount
Busdcpet & 1 | ‘
Description:
Fund | Org 1 Acoount Proaram Bctivity . Amount
Bustget # 2 | 5
Description:
APPRLOVAL:
Baxiget Manager or Supervisor Signatures | I Date: |

It is a checklist document wherein all the food and beverage items are lined up in
columns corresponding to each item the respective quantity, preload check and load
truck check. This form is prepared and populated by the catering company assigned
to do catering for an event.



EVENT WORK ORDER FORM
CAMPUS SUPPORT SERVICES

Thiss form s bould b submite totheoffce df CLETODML SERMCES ANDICR EVENTS & RENTALS Deprrmentin Roan SL2IG1 respeiely
Please submit all Work-Orders & Room L ayout Diag ram s within (5) working days prior your evend.

Requested by: Date Submitied: Date Required:
Authoriced by e veady Depariment Room Number; Campus) Ad dress:
Phone: Fax: E-Mal:

Room # or Facility: TitleMame of Event:

Setup Starting Time: Event Starfing Time: Event Finishing Time:

PLEASE CHECK ALL ITEMS REQUIRED FOR YOUR EVENT:
L CUSTODIAL ANDYOR EVENTS & RENTALS SUPPORT

* Do you need custodial 518 on site 1 CoVer your event? ves ] me[]
= Do you need chairs (folding) How many? ves[J meJ
» Do you need fables? Yes ] Mo [
o [Orecusguisr [DRound [Ooockrad  How many will younesd?
* Do you nesd table clots and table skins? ves [0 me [
o Upio 15-How many?
+ Do you néed washcans? How many? ves [0 med
* Do you need recycle bins? How many? ves [0 med
+  Doyounted apodam? [Jacrc  [Iwood ves 0 me
» Doy nesd an Exsel? How masy ? ves ] w0
* Do you need e MDC Kerndall Backdrop? ves [0 me
o Doyou need a stage? How many pheces? Y] Me
= Do you need Bie floor of Be gym coversd for your event? ves ] me
* Wil you be using the bisac hers andor sEps in e gym for your event? ves [0 me
o Breyou gong to have any of the lolowing 7 : v O
o [Jrlass* [ Cener Pleces [ omer Decombans®

o [Fiowers* [ Baboons*
What ks S name of the vendor delivering any of e above Bems?

Arwhat e will hey be delvenng: Pack wp tune afterthe &vem?

other:

Piease note: The depaseent hatSng | e ol i e parmdbie lor Bingng et 0w plarts, Bovr i, conter peced. balloons, and ofher decomator. The
Ewas & Remtsls Dy o il et sssat vy e 3edup of e sems.

L PUBLIC SAFETY SUPPORT

s Do you need public safety stall on site 1 cover your event? ves[J ma O

+ Do you need w reserve parking? M yes, howmany spaces? : ves[] me [0

o Mre you requesting 1o have any doars open? : i yes. Room number: Atwhat Sme? i yes [ w0
[+4, H

An event work order form is similar to any other order form. The prerequisites
required for organizing an event need to be spelled out accurately - including the
venue details and number of people expected to be in attendance and the kind of
table and chair arrangement that needs to be done. Specifications pertaining to
support and safety, and technical needs must also be populated in



Sample Customer Event Order Form

Ecgl@bal CUSTOMER EVENT ORDER FORM

Chect Organizations SSU Departments  Cortract Initiative ExternalfFaculty/Staff

Group Name Owxder Taken By
| Date of Booking Booking POCResp. Person
Sy Gt Alemate Contact No.
Fax Number Email Addess
Type ; Date of Event
Kichen Pck Yes -
-:F"E Set Time uwp No Locaton
Ime of .
| Event Start Eatng Attendees
- Buffet ™ Reception G[l:estl;hb & Sene All
Service Type
HeadTable __ (Yes) __ (No) g;r;e Fead Tabe 556 No. at Head
Y S —
ITEM COUNT PRICE
Subtotal

7% laxes (I tax exempt, check box & provide sales mx exemption form) L EXEMPT
# Basic Linen @ $5.00 each / Additional Request (Include

# Tabk Skints @ $15.00 each / Additional Request (Include color):
% Lnen for Food tables ar (@ no cost /Addmonal Request:

color):

Drop of service will only provide basic Inen for food tables, does not include table skirt. You must
request for linen to be provided. All Drop-off Services will be served in disposable platters,
aluminum pans and beverages served in disposable jugs.
=Wait 2aff: $21.00/hour with a four hour mnimum- 1 for every 30 persons)
# Culnary. $25.00hour with a four hour mnimum- 1 forevery 30 persons)
| Basic Acrylic (Clear)-(no dage)
| Upgraded Acrylic (Ivory & Gold)(White & Sihver)-$2.00/person) China($3.00/person)
?eiwry Fee 380 .00 (Off campus Events only): Delivery
ocation

A customer event order form is used by clients and customers to specify the
services and goods which they require for organizing a particular event. Client or
customer details need to be mentioned correctly as well venue specifics need to be
given, including date and time of the event.



P R
'QI%Q“““* o Special Event

Sewed apomett” Order Form

Name:
Date:
Phone Number:
Address:
Email:

Net Wt | Gty >0 [Qty > 100| Oty > 200 Caramel (Place ® of each

Product [o}] Price Price Price | Quantity desired)
T| P| €| 5SS |Cof| CH

2 Pc OrganzaBag 52.00 5185 51.75
3 Pc OrganzaBag 52.75 5260 52.45
4 Pc Organza Bag 5350 5330 53.10
& Pc Cello Bag £5.00 %4 85 54.75
4PcBox 5400 | 5375 | 53.50
12 Pc Box 510,00 5975 59.50
25 Pc Box 520,00 | 519.50 519.00
50 Pc Box 540.00 £39.00 538.00

Types of Caramel
T= Traditional P= Pecan C= Cherry 55= Sea Salt Cof= Coffee CH= Cocoa |

Please
Customization Setup S| S/Unit Check Motes (colors, desipns, message ect.)
Ribbon 50.25

Sticker 55.00 50.10
Tag/Message 55.00] 50.20

Tie On 50.20
Bag/Container NSA
Comments:

In case an event planner or organizer is hosting a special event at a private venue,
they will have to provide the intent for organizing the event as well as other
details - such as date, time, participants/attendance, event description activities,
security, safety, vendors etc.



Benefits of Event Order Forms

Event order forms are beneficial in a number of ways. Firstly, as all the details and
specifics exist on paper, there is no room for error because the event
planner/organizer has to abide by the written word in the form. Secondly, as it
impossible to keep tabs on all the minor and major details all at once, an event
order form not only makes the event official but also helps the planner to have a
document that he can go back and cross-check in case there are doubts. You may
also see Event Planning Forms.

Use of Event Order Forms

Event Order Forms are useful for event planners, managers, and organizers. The
forms can be used for not just noting down the details and all relevant information,
the same documents come in handy for record-keeping purposes. In case an event
planner wants to replicate ideas from a past event, he can always go back and refer
to the event order form which was created for the said event and take suggestions
and ideas from the same. You can also see Event Proposal Forms.

Event order forms are very important. They help in ensuring that events are
overseen and taken care of in a professional and systematic manner. An event
order form is not just a plain document, but it is indeed official paperwork with
which the event planning and preparation gets initiated.

When planning your event, there are various technical options that have to be
considered:

Lighting Equipment

Lighting your event is about more than just staying out q P
of the dark. A creative professional lighting setup can

turn a corporate conference into an atmospheric and

exciting event.


https://www.sampleforms.com/event-planning-form.html
https://www.sampleforms.com/event-proposal-form.html

Sound and Audio Equipment

From music to speeches, you want your sound clear and
crisp, with the perfect volume for the occasion and a
technical support team who understand acoustics (1) .
The range and capabilities of all sound equipment allows us
to cater for events of all sizes and types. Advise will be given at
the early stages as to the best sound design to suit the event and provide
specialist AV equipment. On the day, expert team can handle the operation of all
of the microphones, mixers and speakers.

Video & Projection systems

Many clients will find that the use of varied multimedia can help to reinforce a
message. The impact of a great presentation can be dampened without a suitable
video or projection system. The expertise in video systems allows us to find
creative solutions o challenging configurations and happy to advise on the best
setup for the event.

Video Streaming & Live Feeds

In recent years, there has been a high demand for live video linking, live streaming
and similar technologies designed to connect the event o the wider world.

For big screens, experts can ensure live filmed images are mixed to highly
professional standards for a perfect result, as seen at MCM London Comic Con.
With virtual reality and augmented (¥ ((]) reality making its way into the events
industry, Conference Craft can also provide technical support for integration of VR
into the event.

Catering change order

A change order request form is a type of a form which is used to make official and
legal changes to an existing purchase order or requisition. There can be a
possibility of making a change after purchasing a product. This form helps in the
changing process. Not only purchased products but it is also used in notifying the
various changes that need to be done. This form works in every sector. To bring a
change in something, this form needs to be submitted along with various other



related documents and only then the authority will approve the changes proposed.
The form highlights each and every detail of the product, on which the change is
necessary and with that there is also a provision to explain the needs for the
change. A buyer, an organization every person involved in a transaction business
demands this form to solve out various purposes.

What is a Change Order Request Form?

A change order request form is a type of legal document which helps in changing a
product which has already been brought and can also be used as an application for
the need of change. Every sector approves this particular form in the scenario of
bringing a change. The form is supported by various other important documents
which help in making the change.

Advantages of a Change Order Request Form
There are various advantages of a change order request form

o The form helps in an easy change of the products and services. This form
serves every purpose of change in various products in any industry.

« This form is also beneficial for a requisition for change. This is the easiest
method to approach for a change. It is considered to be a legal document,
where the changes which are needed can be written and with the support of
various other documents the change gets authorized.

o A change order request form is useful in every kind of industry. Every
industry approves this particular form to bring changes for different
elements.

o This particular form is beneficial for both the buyers and the sellers.
Use and Purpose of a Change Order Request Form

A change order request form is used for various different purposes. Any kind of
change or requisition can be done with the help of this particular form. Every kind
of industry uses this form in order to bring about a change in any product or
services. This form is a kind of a legal document which, after being approved can
be processed for the change. Not only in the industrial sector but the domestic
sector can also avail this particular form for bringing change over any goods which
are already purchased.



(A)

]

(€)

(D)

(E)

Cookies & Ico Creiag

Event Catering Order Form

Name:
Address: Suite: city: Sate:___ Zip:
Phone: Cell E-mail:
Event Info
Nameof Event: Dateof Event: Type of Event:
Location of Event:
Number of Pokey O's Ice Cream Sandwiches: Time Needed
Method of Payment
CASH / CHECK / CREDITCARD(Visa MC Amex)Card# Bp.Date___ Securly Code
ik one Geieone
Signature _
Choose Two Blse Bl ice Cream Flavors:
[[] Homemadevanita ] Dutch Chocolate ] Cookies & Cream [ Mint Chocolate Chip
[] Rocky Rosd [crocosecnp [
[C] rainbow shebet ] Butter Pecan [ pecaonpralinestcCream  [] Bithday Cake
[ coffee. [ strawberry [[] cakeBanter
Pickup to Four Pokey Os Cookie Flavors
[ semi-Sweet Chocolte Chip (] vanita Sugar [] Gluten Free Chunky Chocolate Pecan
[[] Ostmeal GinnamonRaisinwalnut  [] Cappuccino Chocolate Chunk  [] White Chocolate Macadamia Nut
[] Fudge hut Brownie: ] coconut Chocolate Chip ] Maple pecan
[] snickerdoodie [ Tuxedo

TO: STATE OF ALABAMA CHANGE ORDER JUSTIFICATION
BUILDING COMMISSION Change Order No.

TT0Wmhingion Avern, Sule 488 Y
Motgonery, Nabama 16120 Dam'
{33} 204082 FAX{I20418

PURPQOSE AND INSTRUCTIONS ON REVERSE SIDE B.C. No.
[ PROJECT. OWNER.
CONTRACTOR: ARCHITECTENGMEER
DESCRIPTION OF PROPOSED CHANGE(S): ATTACH CONTRACTOR'S DETAILED COST PROPOSAL(s)
AMOUNT: I:l ADD D DEDUCT § TIME EXTENSION: CALENDAR DAYS
ORIGINAL. CONTRACT PREVIOUS C.0’s THRU CURRENT CONTRACT
$ $ $

JUSTIFICATION FOR NEED OF CHANGE(S):

JUSTIACATION OF CHANGE ORDER vs. COMPETITIVE BID:




Event evaluation and analysis is an important aspect of event planning that is often
overlooked. There are many different methods, both qualitative and quantitative,
that can be used to determine the success of an event. Event evaluation and
analysis should take place in order to realize: what worked well and should stay the
same; what worked but needs minor modifications; and what didn't work and should
be changed. By neglecting this step in the event planning process, it is hard to
measure the success of the event and to recognize any changes that would help to
improve upcoming events.

Qualitative

e Follow-up Phone Call
> Works well for smaller events
More personal
People don't always like telephone solicitation, may hang-up on you
People may not want fo give out phone number
Takes considerable amount of time/resources

YV V V V

Sample Follow-up Telephone Script: (insert questions/items specific to
event)

Hi, my name is and I am calling from the Event planning
committee from the Discovery Evening at Algonquin College. I was just
wondering if you had a few minutes to talk fo me about the event you
attended on January 17th.

First, I'd like to thank you for taking the time to speak to me. Is there
anything that stands out in your mind, good or bad, about the Discovery
Evening?

Do you have any comments or suggestions about the parking? Length?
People present (sponsors, booths, etc)? Food/Beverage? Volunteers?
Thank-you again for taking the time to speak to me and if anything else
comes to mind that you think would help us improve this event, please
feel free to contact me at




Focus Group

>

>
>
>

Y VYV

YV V V

YV V V V

Works well for obtaining event organizer's/ volunteer's feedback.
Allows people to come to a consensus on some issues

Positive and negative aspects are discussed

Easy to come to an overall "feel” for how the event with because you
can read people’s tones / body language

Hard to round up general public participants to attend

Time consuming

Resources required - volunteers to run it, food/beverages, meeting
space, tape recorder

Space to accommodate group with chairs/couches

Food and beverage for participants

Recording device so you are able to re-listen in order not to miss
anyone

Someone to record the session (secretary)

Someone to lead the group

Someone to watch body language/facial reactions of participants
Incentive (i.e. gift or cash) to participants

Sample Questions to Ask

To get the conversation rolling at a Focus Group it is necessary
to suggest topics to the group, but not to influence their discussion
with questions that lead them to a certain opinion.
Examples of non-leading questions:
"What did you think about the décor of the room?”
"Are there any issues concerning parking that you would like to see
addressed for next year?"

On-Site Booth for Suggestions/Comments

>
>

Instantaneous feedback

May only get ‘intense’ responses. For example: angry attendees, or
very pleased participants - this may not give you representative
feedback



» Could be as simple as an open laptop for people to leave comments on
or a ballot-drop box

On-Site Survey

>

>
>
>

Y

Y VYV

YV V V V

Time efficient

People will stop and fill it out

The event is fresh in people’s mind so you will receive an honest opinion
Will always have a few people who just want to complain and did not enjoy
themselves

May cause congestion in the area where they are being filled out, must
have good crowd flow/control

Must provide pens/pencils (extra cost)

Can entice people to fill out surveys by having a draw you can enter by
filling out the survey

Instant results

Usually a large number of responses

Can cause paper waste (vs. using email)

Must have a method in place to summarize results - can be time
consuming

Email Survey

>
>

YV V. V V

Saves paper

Must have everyone's email address - some people do not like to give out
this personal information

Will not get 100% responses

Email may end up in bulk

Must be easy/not time consuming for people to respond

Chance to win a prize may enftice participants

Fax Survey

>
>
>

Not many people have fax machines for personal use
Survey may get thrown out as "spam”
Must have everyone's fax number



> A lot of paper waste
> Responses may not come back clear

Quantitative

e By Invitation
> By sending out invitations you have an upper limit to how many people will
be attending
> If people RSVP you will know who's attending and who isn't

e Door Counter
> Accurate if only one entrance is being used, otherwise hard to track
bodies
> Hard to track if people have in-and-out privileges

e Sign-in Sheets
> Must make people aware they are there
> Easier to track if people have pre-registered for the event, less time
consuming this way
> Can be time consuming for attendees
> Can cause congestion at doorways

e Registration
> Not everyone who registers attends the event
> Registration and sign-in sometimes go hand-in-hand to get accurate
numbers
> Must account for those who will just show up without registering

e Website Hits
> If your event has a website you can check how many hits it has received
to measure how many people have shown an interest in your event
> Not very accurate
> People may stumble onto website by mistake



> People may want o attend, but are unavailable

> People may get all the information they are looking for off the website
and not attend the event in person

> One person may be checking the website for several others



