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MODULE 2:
2.3 EVENT LOGISTICS COORDINATION
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EVENT EXECUTION COORDINATION cont.

2. Prepare logistics document

Inventory and
storage
requirement

Basic business Logistics
studies documentation

Prepare Time
logistics plan management
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How to Write an Event Planning Proposal

Customize your proposals to reflect your unique services and skills

Your event proposal is first and foremost a
reflection of your client. Because planning an event
requires customizing that event to suit your client's
needs and budget, your proposal should reflect an
event that is personal and unique. You can use a
template as a general guide to getting started
writing your event proposal, but then tailor it and
include the individual services provided for each
client.
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~ Getting Started on the Event Proposal

1.Introduce yourself and the project.

2. Write an attractive event description.
3.List all services provided.

4.Show your previous work.

5. Incorporate monetary information through [ﬂ_‘q
A Final Word (& /5 — %)) .ﬁ

The last piece of your proposal is a thank-you for their
consideration.

Provide contact information—including your website, email
address, and phone number.
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9, § Steps How to Create a Logistics Business Proposal

Step 1: Know the Sector
Step 2: Define Your Terms
Step 3: Keep it Real
Step 4: Speak Softly
Step 5: Offer a Treat
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Event Planning Logistics Form

Student-Led Events

A e susoues 1o gyenks coordinator®taplas ac ul ¢ mislmie of

Event name

1985 's Dsra Might

# attendees | sope=e, 100

Start date 3™ reh 2018

End date 3% reb 2016

Purchase Order (PO)
number 2|0

Cast Code FISSOGEN o

Tutor Name Matt Kirty

Tutor Email | ™

Pleace £t the everr arganiser details. If diferent people re responsitie for arganiing sepal
st each individual and their specfic area of responstility (e.0 Gitering; soSlily

; marketing)

Event Qrganiser
{name & email address)

Area of cesponsibility

Jane Sesith
Jsmith Ofalmouth ac. uk

Jobus Smith
j-sseithDFalmoutiLac.uk
Fred Jones

tjones ffalmouth.ac uk

Vera Brown

Julie Green

mmmmmmsmmmmu

ROOM BOOKINGS Plcase state tmes below.
Buliding Rooms booked (please list) Setup | Stat End De-1ig
—
Sudce ALX . R .
- a3:%0 13 ) =% By lam

Event Planning Logistics Form



Bxe-Planaing — Event Detadls & Ouher Campus Policies

* Vahmasrse Aagh weAmiens e Tk Ao day 6F (UNh W1, 00t s 4.} i Gt D s Perwy o

A NS o COnTE A Lol PRan s Ao wokurd bers

Folmr & Whadhide Bir 1af 0 15 T Thady M Powid i Tome.

U4 5 Calh B i Sther marury precactions Tor acCopting flyment s the Sy oF (1 1o advity and LCPO)
Ao ey g F accopteg Can

Bng 230 Lpptuc Tape WARNy s, Sed beti, NMte T D Bagi, sater

CREANE bnrs vt 46 o ol 100 avsnd wrry Duining g

Afser the Bvent
el P @ iy 0 DG NG SverT i) St and eeed 2T

VWRe 0 @A el WA N IO e The 10 g of T et i TrOrs s eruleri fr N v el i
] T8 LGttt 18y DO s S ar s Nbder Sbent 100 Everd Serviien

Sy wy e

S Thah e Card, War, o el o mibe plove Gl 18 IN0GK wh Reipand win sling Chu many!
R
. Comtige e xcomtivrert




Logistics Worksheet

ARE woru vmn e aed 0t e e IV g Meae bowy o oared [ Brcanse 1 b o e et Som st vty wou oeed 1 o por rog ean

THI S0 Tert & rea™ 3i 2 PIrers SACelod ' Male 30w r2d Pave yOu© D338 saveresl

For your event:

If yes...

Wl you have o seed.

Y/N?

Pont Person

Detals

Due Date

Details e date, time, loCation for
the event?

A s dvnge?

JFood trom diving at the soent?

1 OO3 trom an Outude (ource !

Traregortation?

T SO0k 8 1p5Ce 00 Cavpn?

i-up regansirenty for facate?

LSO Vih ! Pequrements?

Paper MArcst ng 63) posters, fpery
Soar Lais

Persondl marketng o Iace 10 face
ALes, perionyl notes

Tlectrone marketing =) Iotoos
RS

More logatcs or todh, 1ip Over,

Event Logistics Plan Worksheet






Y 7/ 4 PERFORMA INVOICE

E Y Y S
- T - ‘ INVOICE NO. : INVOICE DATE :
EAPRESy COMMERCIAL INVOICE INSTRUCTIONS i oo

Template THROUGH #
Shipper wamt snd tantact mame Eaveice Datc Senders Phone Number Must AWB. NO. #

Eaveics Nusber To (Receiver) '

ORIGIN DESTINATION

Termn of Teale (Tncoier) .
st Coode Comareny PhooeFas
Comnigmer name and costact same Tatsd Nusher of Paex PRICE TOTAL

DESCRIPTION OF CONT

Totsl Grses Weigh SNO. el UNITS PERUNIT |  PRICE
Delivery Addssy Totsd Net Weight
Pest Code Cosareny

& J.q‘=
Flom Fiex AR liAmlI.l No:
Full Description of | Customs Commoddify Comntry of Manufacture | O Unit Valne Subtotal Valne
Goods Code and Currency

Total Shipping Costs -
SAMPLES HAVE NO COMMERCIAL VALUE.
Total Value and Currency Used: VALUE DECLARED IS ONLY FOR CUSTOM PURPOSES.
SAMPLES ARE STRICTLY NOT FOR RESALE.
AMOUNT IN WORDS : ¢ =
1"We hereby certify that the information on this mvotce 15 true and comrect and that the contents of this
shipment are as stated above.
%‘jﬂr&: Senders IDProof No:_____________ Of=tRes e, 1 Issued By Department validupTo______ _ SIGNATURE
For useful lo AII Courler i
SUPERVISOR v HEgES ik : -
B o o S BT Pl e e 2 2 ECgl@bal
B s s e Academy

UMDY AEIANCE o -;rm,) oL G
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STORAGE AND CARGO HANDLING REQUIREMENT

»What Is the Recelving Inspection?

»What Is Taking Inventory?
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Physical Su pply Physical Distributio
Figure 1-1: Logistics Chain

PREPARE LOG ST[(LS PMN

What are the benefits of logistics planning?

The primary objective of any logistics strategy is to deliver the right
products to the right customers at the right time and at the least
possible cost.

Logistics is the process that creates value by timing and positioning
inventory
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Timeframes for Event Management

Tasks

The table below includes the majority of tasks that must
be carried out in order to successfully stage an event.
Some differences may arise where venues are owned and
operated by the event organisers and where the scale of
the event is very small e.g. an intra-club event (in which
case timeframes may be smaller) or very large e.g. The
Olympic Games (in which case timeframes will be
greater).




