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WHAT WOULD WE LIKE TO KNOW AT THE END?

• WHAT IS AN EVENT

• WHAT MAKES IT COMPLEX

• A GUIDE ON HOW TO…

• USEFULS TOOLS & TIPS



“WE DESIGN EVENTS TO CREATE OPPORTUNITIES THAT CREATE INTERACTIONS”- UNKWON



COMPLEXITY

• IS DETERMINED BY 

• THE NUMBER OF FACTORS

• WEIGHTS OF THE FACTORS



A  GUIDE TO HOW

Presenter
Presentation Notes
The process
Segmenting 
Scheduling milestones 




LEVEL OF EFFORT

Pre Event
60%

Event
30%

Post Event
10%

Work Split

Pre Event Event Post Event



SEQUENCE…

RECURRING EVENTS VS

Pre Event

Event

Post 
Event

ONE OFFS

Post Event

Event

Pre-Event



PRE EVENT
• INNOVATING

• BUILDING THE BRIEF

• CONCEPTUALIZATION

• ORGANIZING 
• ITINERARY

• LOCATION 

• VENDORS

• LOGISTICS

• BUDGET

• EVENT DESIGN
• GRAPHICS

• COPY

• FLOW, FORMAT

• AGENDA 



BUILDING A BRIEF

• PURPOSE?

• TYPE

• HOST

• TIMING

• PREFERRED LOCATION

• WHO IS INVITED?
• AGE GROUP
• MALE / FEMALE?

• FORMAT?

• THEME?

• ACCOMODATION?

• DRESS CODE?

• TRANSPORTATION?

• RECURRING / ONE OFF

• BUDGET & RATING

“THE BRIEF IS THE SPINE OF THE 
EVENT”



A BRIEF
• EVENT: WORKSHOP

• LOCATION: TAMALE

• DATE: JULY 11-15, 2016

• PARTICIPANTS: 120 PAX, IP, GOG, DPS, BENEFICIARIES, 70/30 MALE/FEMALE,

• REQUIREMENTS: EARLY COFFEE, 2 SNACKS, LUNCH, EXHIBITION SPACE, AVVVV, 
INTERNET, MEDIA, 

• TIME: 9AM-5PM DAILY, 

• TRANSPORTATION: REQUIRED

• RATING: 5* ON A 3* BUDGET



EVENT

• SET UP 

• EXECUTION



POST EVENT

• MEDIA

• TIDY UP

• REPORTS
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