
 

 

 

UNIT – II – EVENT MANAGEMENT STARTEGY PROCESS – NOTES  

EVENT MANAGEMENT STRATEGY PROCESS 

 -Target Audience –Creativity - Purpose – Costs -Event Budget-Network with 

Suppliers- Creation of Social Media Accounts  

EXPLAIN THE EVENT MANAGEMENT STRATEGIES:  

Event management strategies involve a comprehensive approach to planning, 

organizing, and executing events. These strategies ensure that events run smoothly, 

achieve their objectives, and create a positive experience for attendees. Here are some 

key event management strategies: 

1. Defining Objectives and Goals 

 Purpose Identification: Clearly define the purpose and goals of the event. This 

could include objectives like brand awareness, networking, education, 

fundraising, or entertainment. 

 Target Audience: Identify the target audience and tailor the event to meet their 

needs and interests. 

2. Budget Planning 

 Budget Development: Create a detailed budget that includes all potential 

expenses, such as venue costs, marketing, staffing, catering, and contingency 

funds. 

 Cost Control: Monitor expenses regularly to ensure the event stays within 

budget. Adjust plans as necessary to avoid overspending. 

3. Event Design and Theme 

 Concept Development: Develop a unique concept or theme that aligns with the 

event's objectives and appeals to the target audience. 



 

 

 Experience Design: Focus on creating an engaging and memorable experience 

for attendees through thoughtful design elements like decor, activities, and 

interactive elements.  

4. Venue Selection 

 Location: Choose a venue that is accessible, suitable for the event's scale, and 

aligned with the event's theme. 

 Logistics: Consider logistical aspects like capacity, layout, parking, 

transportation, and on-site facilities.  

5. Marketing and Promotion 

 Marketing Plan: Develop a comprehensive marketing plan that includes online 

and offline promotion, social media campaigns, email marketing, and traditional 

media. 

 Engagement: Use engaging content, early bird discounts, and partnerships to 

attract and engage potential attendees. 

6. Sponsorship and Partnerships 

 Sponsorship Packages: Create attractive sponsorship packages that offer value 

to potential sponsors in terms of visibility, branding, and engagement 

opportunities. 

 Collaborations: Partner with relevant organizations, influencers, or media to 

enhance the event's reach and credibility. 

7. Event Logistics 

 Timeline and Schedule: Develop a detailed timeline and schedule for all event 

activities, from setup to teardown. 

 Vendor Coordination: Coordinate with vendors for catering, audio-visual 

equipment, staging, and other essential services. 



 

 

 Staffing: Ensure you have adequate staff and volunteers, and provide them with 

clear roles, responsibilities, and training.  

8. Risk Management 

 Contingency Planning: Develop contingency plans for potential issues such as 

weather disruptions, technical failures, or health and safety emergencies. 

 Insurance: Obtain appropriate insurance coverage to protect against unforeseen 

liabilities. 

9. Attendee Management 

 Registration: Implement an efficient registration process, including online 

registration platforms and on-site check-in procedures. 

 Communication: Maintain clear and consistent communication with attendees 

before, during, and after the event, providing necessary information and updates. 

10. Technology Integration 

 Event Apps: Use event apps for registration, scheduling, networking, and real-

time updates. 

 Live Streaming: Consider live streaming options for remote attendees to expand 

the event's reach. 

 Feedback Tools: Use technology to gather feedback from attendees, such as 

surveys or interactive polls.  

11. On-Site Management 

 Execution: Ensure smooth on-site execution with a focus on attendee 

experience. This includes managing entry, crowd control, and providing clear 

signage. 

 Support Services: Provide necessary support services such as information 

desks, medical assistance, and customer service.  

 



 

 

12. Post-Event Evaluation 

 Feedback Collection: Collect feedback from attendees, sponsors, and 

stakeholders to understand what worked well and what could be improved. 

 Performance Analysis: Analyse the event's performance against the initial 

objectives and goals, considering metrics such as attendance, engagement, and 

ROI. 

 Reporting: Prepare a comprehensive event report summarizing outcomes, 

lessons learned, and recommendations for future events. 

13. Sustainability Practices 

 Eco-Friendly Options: Implement sustainable practices, such as reducing 

waste, using eco-friendly materials, and encouraging recycling. 

 Community Impact: Consider the event's impact on the local community and 

explore ways to contribute positively. 

14. Continuous Improvement 

 Ongoing Learning: Stay updated with industry trends, new technologies, and 

best practices in event management. 

 Professional Development: Invest in training and development for the event 

management team to enhance their skills and capabilities. 

These strategies helps to ensure that events are successful, memorable, and aligned 

with their objectives. 

NEED / ESSENTIAL FOR EVENT MANAGEMENT STRATEGIES:  

Event management strategy is crucial for ensuring the success of any event, 

regardless of its size or type. Here are several key reasons why an event management 

strategy is essential: 

 

 



 

 

1. Clear Objectives and Goals 

 Purpose: Establishing a clear purpose and goals for the event helps in aligning 

all activities towards achieving these objectives. 

 Measurement: Goals provide a benchmark to measure the success of the event.  

2. Efficient Planning and Organization 

 Resource Allocation: Helps in the efficient allocation of resources, including 

budget, time, and personnel. 

 Scheduling: Ensures all activities are scheduled properly, avoiding last-minute 

rush and overlapping of tasks. 

3. Risk Management 

 Identification: Identifies potential risks and challenges that may arise during the 

event. 

 Mitigation: Develops contingency plans to address these risks, ensuring smooth 

execution. 

4. Budget Management 

 Cost Control: Helps in creating a detailed budget, ensuring all expenses are 

accounted for and controlled. 

 Financial Tracking: Monitors expenses against the budget, preventing 

overspending. 

5. Marketing and Promotion 

 Audience Engagement: Develops a comprehensive marketing plan to attract 

and engage the target audience. 

 Branding: Enhances the event's brand image and increases its visibility through 

various promotional activities. 

 



 

 

6. Stakeholder Coordination 

 Communication: Ensures effective communication and coordination among all 

stakeholders, including sponsors, vendors, and participants. 

 Collaboration: Facilitates collaboration, ensuring all parties work towards a 

common goal.  

7. Attendee Experience 

 Engagement: Plans activities and engagements that enhance the attendee 

experience. 

 Feedback: Collects feedback to understand attendee satisfaction and areas for 

improvement. 

8. Logistics Management 

 Venue Management: Manages the selection and preparation of the venue, 

ensuring it meets all requirements. 

 Operational Efficiency: Ensures all logistical aspects, such as transportation, 

accommodation, and catering, are handled efficiently. 

9. Post-Event Analysis 

 Evaluation: Conducts a thorough evaluation of the event to measure its success 

against the set objectives. 

 Reporting: Provides detailed reports and insights for future improvements. 

10. Compliance and Legal Requirements 

 Regulatory Adherence: Ensures the event complies with all legal and 

regulatory requirements. 

 Permits and Licenses: Manages the acquisition of necessary permits and 

licenses. 



 

 

By developing a comprehensive event management strategy, organizers can 

ensure that all aspects of the event are meticulously planned and executed, leading to a 

successful and memorable event.  

TARGET AUDIENCE- MEANING:  

In event management, the target audience refers to the specific group of people that 

the event is designed to attract and engage. Identifying and understanding the target 

audience is critical for the success of any event because it influences various aspects of 

event planning, including marketing, content, activities, and overall event experience. 

Here are key points to understand about the target audience in event management: 

1. Definition 

 Specific Group: The target audience is a defined segment of the population that 

the event is intended to reach. This group is identified based on specific 

characteristics, such as demographics, interests, behaviours, or needs. 

 Relevance: The target audience is relevant to the event’s goals and objectives, 

ensuring that the event content and activities are tailored to their preferences and 

expectations.  

 

2. Importance 

 Focused Planning: Knowing the target audience allows event planners to focus 

their efforts on creating an event that appeals directly to this group, increasing 

the likelihood of success. 

 Effective Marketing: Tailored marketing strategies can be developed to 

effectively reach and engage the target audience, ensuring higher attendance and 

participation. 

 Enhanced Experience: Understanding the audience’s needs and preferences 

helps in designing an event that provides a memorable and meaningful 

experience for attendees. 



 

 

3. Identification 

 Demographics: Age, gender, income, education level, occupation, and 

geographic location. 

 Psychographics: Interests, values, attitudes, lifestyle, and personality traits. 

 Behavioural Characteristics: Purchasing behaviour, event attendance history, 

engagement patterns, and feedback from previous events. 

 Needs and Pain Points: Specific needs, challenges, or problems that the event 

aims to address or solve for the audience. 

4. Tailoring the Event 

 Content and Activities: Design the event content, sessions, and activities to 

match the interests and expectations of the target audience. 

 Communication Style: Use language, tone, and messaging that resonates with 

the audience. 

 Venue and Timing: Choose a venue and schedule that are convenient and 

appealing to the target audience. 

 Engagement Strategies: Develop engagement strategies, such as interactive 

sessions, networking opportunities, and personalized experiences, to keep the 

audience engaged and satisfied. 

5. Marketing and Promotion 

 Channel Selection: Use marketing channels that are most effective in reaching 

the target audience, such as social media platforms, email marketing, or industry-

specific publications. 

 Message Customization: Create customized marketing messages that address 

the specific interests and pain points of the audience. 

 Influencers and Partnerships: Collaborate with influencers, organizations, or 

partners that have a strong connection with the target audience.  



 

 

6. Feedback and Analysis 

 Surveys and Feedback Forms: Collect feedback from the audience during and 

after the event to understand their satisfaction and areas for improvement. 

 Data Analysis: Analyse attendance data, engagement metrics, and feedback to 

refine the understanding of the target audience and improve future events. 

By identifying and understanding the target audience, event managers can create 

more effective and impactful events that resonate with attendees, drive engagement, and 

achieve the desired outcomes.  

ROLE OFCREATIVITY IN EVENT MANAGEMET:  

Creativity plays a pivotal role in event management, as it is the driving force behind 

memorable, engaging, and successful events. Here are the key aspects of creativity and 

its role in event management: 

1. Concept Development 

 Unique Themes: Creativity helps in developing unique and captivating themes 

that set the tone for the event and attract attendees. 

 Innovative Ideas: It allows for the generation of fresh and innovative ideas that 

make the event stand out. 

2. Design and Aesthetics 

 Visual Appeal: Creative design elements, such as decor, lighting, and stage 

setup, enhance the visual appeal of the event. 

 Branding: Incorporating creative branding elements helps in reinforcing the 

event’s identity and message. 

3. Engagement and Interaction 

 Interactive Activities: Creative thinking leads to the development of interactive 

activities and experiences that engage attendees and encourage participation. 



 

 

 Gamification: Incorporating Gamification elements can make the event more 

enjoyable and immersive for attendees.  

4. Problem Solving 

 Adaptability: Creativity enables event managers to think outside the box and 

find innovative solutions to unexpected challenges or problems that may arise. 

 Resourcefulness: It helps in making the best use of available resources, often 

leading to cost-effective and efficient solutions. 

5. Content Creation 

 Compelling Content: Creative content, such as engaging presentations, videos, 

and performances, keeps the audience interested and entertained. 

 Storytelling: Utilizing storytelling techniques can make the event’s message 

more impactful and memorable. 

6. Marketing and Promotion 

 Creative Campaigns: Innovative marketing campaigns capture the attention of 

the target audience and drive event attendance. 

 Social Media Engagement: Creative use of social media platforms helps in 

building buzz and excitement around the event. 

7. Experience Design 

 Attendee Experience: Creativity in experience design ensures that every touch 

point of the event, from registration to the closing ceremony, is thoughtfully 

crafted to provide a seamless and enjoyable experience. 

 Personalization: Creative approaches to personalization make attendees feel 

valued and enhance their overall experience.  

 

 

 



 

 

8. Entertainment 

 Unique Performances: Creative entertainment options, such as live 

performances, art installations, and interactive exhibits, add an element of 

surprise and delight. 

 Engaging Speakers: Selecting engaging and dynamic speakers who can present 

content in a creative manner keeps the audience captivated.  

9. Sustainability 

 Eco-Friendly Solutions: Creativity can lead to the development of sustainable 

practices and eco-friendly solutions that reduce the event’s environmental 

impact. 

 Innovative Materials: Using innovative materials and methods can enhance the 

event’s sustainability efforts. 

10. Feedback and Improvement 

 Creative Feedback Mechanisms: Implementing creative ways to gather 

feedback, such as interactive kiosks or digital surveys, can provide valuable 

insights for future events. 

 Continuous Improvement: Creativity helps in continuously improving the 

event by incorporating new trends and ideas based on attendee feedback and 

industry developments. 

Examples of Creativity in Event Management 

 Themed Events: Designing events around a specific theme, such as a “Roaring 

Twenties” gala or a “Futuristic Tech” conference, to create a cohesive and 

immersive experience. 

 Immersive Experiences: Creating immersive experiences, such as virtual 

reality zones or interactive art installations, to engage attendees in new and 

exciting ways. 



 

 

 Innovative Venues: Choosing unconventional venues, such as museums, 

rooftops, or outdoor parks, to provide a unique setting for the event. 

 Hybrid Events: Combining in-person and virtual elements to reach a wider 

audience and provide a flexible event experience. 

Incorporating creativity into event management not only enhances the overall 

quality and appeal of the event but also helps in achieving the event’s objectives and 

leaving a lasting impression on attendees. 

EVENT BUDGET-MEANING AND OBJECTIVES:  

An event budget is a detailed financial plan that outlines all anticipated revenues 

and expenses associated with organizing and executing an event. It serves as a blueprint 

for managing the financial aspects of the event, ensuring that resources are allocated 

efficiently and that the event stays within its financial constraints. An event budget 

includes a breakdown of all costs, such as venue rental, catering, marketing, staff, 

equipment, and contingency funds, as well as projected income from ticket sales, 

sponsorships, and other revenue sources. 

OBJECTIVES OF AN EVENT BUDGET:  

1. Financial Control 

o Expense Management: To keep track of all event-related expenses, 

ensuring that spending does not exceed the allocated budget. 

o Revenue Tracking: To monitor all sources of income, such as ticket 

sales, sponsorships, and donations, ensuring they meet or exceed 

projections. 

2. Resource Allocation 

o Efficient Use of Funds: To allocate funds appropriately across various 

event components, ensuring that critical areas receive sufficient 

resources. 



 

 

o Prioritization: To prioritize spending based on the event's goals and the 

importance of different activities. 

3. Cost Estimation and Forecasting 

o Accurate Estimates: To provide accurate estimates of costs and 

revenues, helping planners make informed decisions. 

o Financial Forecasting: To forecast the financial outcomes of the event, 

including potential profits or losses. 

4. Risk Management 

o Contingency Planning: To set aside contingency funds for unexpected 

expenses, reducing the financial risk associated with unforeseen events. 

o Budget Adjustments: To allow for flexibility in adjusting the budget as 

circumstances change during the planning process. 

5. Financial Accountability 

o Transparency: To provide transparency in financial transactions, 

ensuring all stakeholders understand how funds are being used. 

o Reporting: To create detailed financial reports that can be reviewed by 

stakeholders, sponsors, and other interested parties. 

6. Decision Making 

o Informed Choices: To support informed decision-making by providing 

a clear financial overview, helping planners choose cost-effective 

solutions. 

o Comparison: To compare estimated costs with actual expenses, 

identifying areas where the budget was over or under-spent.  

 

 

 



 

 

7. Performance Evaluation 

o Post-Event Analysis: To evaluate the financial performance of the event 

after its conclusion, comparing budgeted amounts with actual spending 

and income. 

o Learning and Improvement: To identify financial lessons and best 

practices for future events, helping improve budgeting accuracy and 

efficiency.  

8. Funding and Sponsorship 

o Attracting Sponsors: To create a compelling budget proposal that can 

attract potential sponsors by demonstrating a well-planned financial 

strategy. 

o Securing Funding: To ensure that sufficient funds are available for the 

event, either through internal funding or external sponsorships. 

9. Compliance and Reporting 

o Regulatory Compliance: To ensure compliance with financial 

regulations and reporting requirements. 

o Stakeholder Communication: To communicate the financial aspects of 

the event to stakeholders, including organizers, sponsors, and partners. 

10. Value Maximization 

o Cost-Benefit Analysis: To perform cost-benefit analyses to ensure that 

each expense contributes value to the event. 

o ROI Assessment: To assess the return on investment (ROI) for different 

event components, ensuring that funds are used effectively. 

In summary, an event budget is a crucial tool for managing the financial aspects 

of an event. By achieving these objectives, event planners can ensure that their events 

are financially viable and successful.  



 

 

STEPS INVOLVED IN THE BUDGET MANAGEMENT FOR EVENT 

PLANNING:  

Budget management is a critical component of event planning, ensuring that all 

financial aspects of the event are planned, monitored, and controlled to achieve the 

event's objectives without overspending. Here are the key steps and considerations 

involved in budget management for event planning:  

1. Establishing the Budget 

 Initial Estimate: Begin by creating an initial budget estimate based on the 

overall scope and objectives of the event. 

 Past Events: Use data from past events as a reference to inform the budget for 

similar upcoming events. 

2. Identifying Cost Categories 

 Venue Costs: Rental fees, security deposits, and any additional charges for setup 

and breakdown. 

 Catering: Food, beverages, wait staff, and service charges. 

 Marketing and Promotion: Advertising, printing materials, social media 

campaigns, and promotional items. 

 Entertainment and Speakers: Fees for performers, speakers, and entertainers, 

including travel and accommodation expenses. 

 Technical and AV Equipment: Audio-visual equipment, lighting, sound 

systems, and technical support. 

 Logistics: Transportation, shipping, and storage costs. 

 Staffing: Wages for event staff, volunteers, and contractors. 

 Décor and Design: Decorations, floral arrangements, and branding materials. 

 Miscellaneous: Insurance, permits, licenses, and contingency funds for 

unforeseen expenses. 



 

 

3. Creating a Detailed Budget Plan 

 Line-Item Budget: Develop a detailed budget with specific line items for each 

cost category. 

 Quotes and Estimates: Obtain quotes and estimates from vendors and suppliers 

to ensure accuracy. 

 Contingency Fund: Allocate a contingency fund (typically 10-20% of the total 

budget) to cover unexpected expenses. 

4. Tracking and Monitoring Expenses 

 Budget Tracking Tools: Use budget tracking tools or software to monitor 

expenses in real-time. 

 Expense Documentation: Keep detailed records of all expenses, including 

receipts, invoices, and contracts. 

 Regular Updates: Update the budget regularly to reflect actual spending and 

make adjustments as necessary. 

5. Cost Control Measures 

 Vendor Negotiations: Negotiate with vendors and suppliers to get the best 

possible rates and terms. 

 Prioritization: Prioritize spending on essential items and cut costs on non-

essential items if necessary. 

 Discounts and Sponsorships: Seek discounts, sponsorships, or in-kind 

contributions to offset costs.  

6. Financial Reporting and Analysis 

 Regular Reporting: Generate regular financial reports to track the budget status 

and provide updates to stakeholders. 

 Variance Analysis: Analyse variances between budgeted and actual expenses 

to identify areas of overspending or savings. 



 

 

 Post-Event Analysis: Conduct a post-event financial analysis to evaluate the 

overall budget performance and gather insights for future events. 

7. Stakeholder Communication 

 Transparency: Maintain transparency with stakeholders regarding the budget 

and any financial decisions. 

 Approval Process: Ensure that any significant changes to the budget are 

approved by relevant stakeholders. 

8. Compliance and Legal Considerations 

 Tax Compliance: Ensure compliance with all tax regulations, including sales 

tax and income tax for vendors. 

 Contractual Obligations: Adhere to all contractual obligations with vendors, 

suppliers, and sponsors. 

9. Technology and Tools 

 Budgeting Software: Utilize event budgeting software or financial management 

tools to streamline budget management. 

 Integration: Integrate budgeting tools with other event management systems for 

seamless data flow and reporting. 

By following these steps, event managers can effectively manage the budget, 

ensuring financial control and the successful execution of the event. 

HOW TO CREATE SOCIAL MEDIA ACCOUNT FOR THE PURPOSE OF 

EVENT MANAGEMENT  

Creating a social media account for event management involves several steps to 

ensure it effectively serves the purpose. The following are the steps to be proceed:  

1. Choose the Right Platform 

Select the social media platforms that are most suitable for the event 

management needs. Popular choices include: 



 

 

 Facebook: Ideal for creating event pages, sharing updates, and engaging with 

attendees. 

 Instagram: Great for visual content, promoting events through photos and 

videos, and engaging with followers. 

 Twitter: Useful for real-time updates, announcements, and engaging with 

attendees and influencers. 

 LinkedIn: Best for professional events and networking opportunities. 

2. Create the Account 

Facebook 

1. Go to Facebook: Visit Facebook and log in or sign up. 

2. Create a Page: 

o Click on the menu icon (three horizontal lines) and select "Pages." 

o Click on "Create New Page." 

o Fill in your page name, category (e.g., Event Planning), and description. 

o Click "Create Page." 

3. Set Up the Page: 

o Add a profile picture and cover photo relevant to the events. 

o Complete the “About” section with details about the event management 

services. 

o Invite friends to like the page to start building an audience. 

Instagram 

1. Download the Instagram App: Available on both iOS and Android. 

2. Sign Up: Open the app and sign up using the email, phone number, or Facebook 

account. 

https://www.facebook.com/


 

 

3. Set Up Your Profile: 

o Choose a username that reflects the event management business. 

o Add a profile picture and a bio that includes the services and contact 

information. 

o Switch to a professional account for access to insights and other business 

tools. 

Twitter 

1. Go to Twitter: Visit Twitter and sign up. 

2. Set Up Your Profile: 

o Choose a username that reflects the event management business. 

o Add a profile picture, header image, and a bio that includes the services. 

o Tweet the first update to start engaging with the audience. 

LinkedIn 

1. Go to LinkedIn: Visit LinkedIn and sign up or log in. 

2. Create a Company Page: 

o Click on the "Work" icon and select "Create a Company Page." 

o Choose "Company" and fill in the business details. 

o Add a profile picture, cover image, and company description. 

o Share posts and updates related to the events. 

3. Optimize the Account 

 Profile Information: Ensure all the contact information is accurate and 

complete. 

 Visuals: Use high-quality images and graphics that represent the brand. 

https://www.twitter.com/
https://www.linkedin.com/


 

 

 Content: Regularly post engaging content related to the events, such as behind-

the-scenes looks, event updates, and testimonials. 

 Engagement: Interact with the followers by responding to comments, messages, 

and mentions.  

4. Promote Your Events 

 Event Pages: Create event pages (especially on Facebook) and invite people to 

attend. 

 Hashtags: Use relevant hashtags to increase the visibility of the posts. 

 Collaborations: Partner with influencers and other event-related businesses to 

expand the reach. 

 Advertisements: Consider using paid advertising options available on these 

platforms to target a specific audience.  

5. Monitor and Adjust 

 Analytics: Use the analytics tools provided by the platforms to track engagement 

and performance. 

 Feedback: Listen to feedback from the audience and make necessary 

adjustments to improve own social media presence. 

By following these steps, one can create a robust social media presence for their 

event management business, helping them to effectively promote their events and 

engage with their audience.  

 

 

 

 

 



 

 

EXPLAIN THE NEED FOR CREATION OF SOCIAL MEDIA ACCOUNT FOR 

THE PURPOSE OF EVENT MANAGEMENT  

Creating a social media account for event management is essential for several 

reasons. Here are the key benefits and needs for having a social media presence in this 

field: 

1. Increased Visibility and Reach 

 Broader Audience: Social media platforms allow to reach a global audience. 

This is particularly useful for events that can attract attendees from various 

locations. 

 Targeted Promotion: Social media algorithms and advertising options helps to 

target specific demographics, ensuring the event reaches the right people. 

2. Cost-Effective Marketing 

 Low-Cost Promotion: Creating and managing social media accounts is 

generally free, making it a cost-effective way to promote events compared to 

traditional advertising methods. 

 Advertising Options: Social media platforms offer affordable advertising 

options that can be tailored to fit any budget, providing a high return on 

investment. 

3. Engagement and Interaction 

 Real-Time Updates: Social media allows for instant communication with your 

audience, providing real-time updates about event details, changes, and 

announcements. 

 Direct Interaction: Engaging with attendees through comments, messages, and 

posts helps build a community around the event and enhances attendee 

experience.  

 

 



 

 

4. Event Promotion and Awareness 

 Event Pages and Hashtags: Creating event pages (e.g., on Facebook) and using 

event-specific hashtags (e.g., on Instagram and Twitter) helps in centralizing 

information and making it easily discoverable. 

 Content Sharing: Sharing photos, videos, and stories about the event helps 

generate excitement and awareness, encouraging more people to attend. 

5. Feedback and Insights 

 Surveys and Polls: Use social media to gather feedback from attendees through 

surveys and polls, helping them to improve future events. 

 Analytics: Social media platforms provide analytics tools to track engagement, 

reach, and other metrics, offering insights into the effectiveness of their 

promotional strategies. 

6. Building a Brand and Community 

 Brand Identity: Consistent posting and interaction help establish the brand 

identity, making the event management services recognizable and trustworthy. 

 Community Building: Engaging with the audience fosters a sense of 

community and loyalty, encouraging repeat attendance and word-of-mouth 

promotion. 

7. Showcasing Success 

 Post-Event Highlights: Sharing highlights, testimonials, and success stories 

from past events can serve as social proof, attracting more attendees to future 

events. 

 Live Streaming: Broadcasting parts of the event live on social media can 

increase engagement and allow those who couldn’t attend in person to participate 

virtually.  

 



 

 

8. Networking Opportunities 

 Professional Connections: Social media platforms like LinkedIn provide 

opportunities to connect with other professionals in the industry, potential 

sponsors, and partners. 

 Influencer Collaborations: Partnering with influencers can amplify your 

event’s reach and credibility, leveraging their followers to boost attendance. 

9. Crisis Management 

 Damage Control: In case of any issues or emergencies, social media provides a 

platform for immediate communication to address concerns and manage the 

situation effectively. 

 Transparency: Openly communicating with the audience builds trust and helps 

mitigate any negative impact on the event’s reputation. 

10. SEO Benefits 

 Search Engine Optimization: Active social media profiles can improve the 

search engine rankings, making it easier for potential attendees to find 

information about the events online. 

By creating and maintaining a social media presence, event managers can 

significantly enhance their ability to promote events, engage with their audience, and 

build a successful event management business.  

NETWORK WITH SUPPLIERS IN EVENT MANAGEMENT  

Networking with suppliers in event management is crucial for ensuring the success 

of any event. Here are some key strategies to effectively network with suppliers: 

1. Identify Potential Suppliers 

 Research: Look for the suppliers who specialize in their services that we need, 

such as catering, audio-visual equipment, decorations, and venues. 



 

 

 Industry Associations: Join event management associations and organizations 

where suppliers are often members. 

 Trade Shows and Expos: Attend industry trade shows and expos to meet 

potential suppliers in person. 

2. Build Relationships 

 Personal Meetings: Schedule face-to-face meetings or virtual calls to establish 

a personal connection. 

 Networking Events: Attend industry networking events and social gatherings 

where suppliers are likely to be present. 

 Regular Communication: Keep in touch with the suppliers through regular 

emails, calls, or social media interactions. 

3. Evaluate Suppliers 

 Past Work: Review their portfolio and ask for references from previous clients. 

 Site Visits: Visit their facilities if possible to see their operations first-hand. 

 Sample Requests: Request samples of their products or services to evaluate 

quality. 

4. Negotiate Contracts 

 Clear Terms: Ensure all terms and conditions are clearly outlined in the 

contract, including delivery schedules, payment terms, and cancellation policies. 

 Flexibility: Negotiate terms that offer flexibility in case of changes in event 

plans. 

 Discounts and Deals: Ask about discounts for bulk services or long-term 

partnerships. 

5. Maintain Good Relationships 

 Timely Payments: Pay the suppliers on time to build trust and reliability. 



 

 

 Feedback: Provide constructive feedback to help suppliers improve their 

services. 

 Appreciation: Show appreciation for their work, which can be as simple as a 

thank-you note or a shout-out on social media. 

6. Leverage Technology 

 Management Software: Use event management software to keep track of 

supplier contacts, contracts, and communications. 

 Social Media: Connect with suppliers on LinkedIn, Twitter, or Instagram to stay 

updated on their latest offerings and industry trends. 

 Online Directories: Utilize online directories and platforms that list reputable 

suppliers in the event management industry. 

7. Collaborate and Co-create 

 Joint Ventures: Consider partnering with suppliers on special projects or 

promotional events. 

 Feedback Loops: Involve suppliers in the planning process and encourage their 

input for better collaboration. 

 Problem Solving: Work together to address any challenges or issues that arise 

during the event planning and execution stages. 

By effectively networking and building strong relationships with suppliers, one can 

ensure that they have a reliable and high-quality support system for all the event 

management needs. 

COST MANAGEMET IN THE EVENT:  

Cost management in event management involves planning, estimating, budgeting, 

and controlling costs to ensure an event is delivered within the approved budget. This 

process is essential for preventing overspending and maximizing the use of financial 

resources. Here's an in-depth look at the components and strategies of cost management 

in event management:  



 

 

1. Budget Planning 

 Define Objectives: Clearly outline the goals and objectives of the event to 

determine the necessary expenditures. 

 Initial Budget: Create a comprehensive budget that includes all expected costs, 

categorized into major areas such as venue, catering, entertainment, marketing, 

and logistics. 

 Contingency Fund: Allocate a portion of the budget (typically around 10-15%) 

for unexpected expenses. 

2. Cost Estimation 

 Quotes and Bids: Obtain multiple quotes from suppliers to compare prices and 

services. Request detailed bids to understand cost breakdowns. 

 Historical Data: Use data from past events to estimate costs accurately. 

 Market Rates: Research current market rates for various services and products 

to ensure your estimates are realistic. 

3. Budget Allocation 

 Prioritize Spending: Allocate funds based on the importance of each expense 

category, prioritizing essential elements that directly impact the event’s success. 

 Detailed Line Items: Break down the budget into specific line items to track 

expenditures accurately. 

4. Cost Control 

 Track Expenses: Use event management software or spreadsheets to track all 

expenses in real-time. 

 Regular Updates: Regularly update the budget to reflect actual spending and 

adjust as necessary. 

 Approval Process: Implement an approval process for expenditures to ensure 

all costs are justified and within budget. 



 

 

5. Cost-Saving Strategies 

 Negotiation: Negotiate with suppliers for better rates or additional services at 

no extra cost. 

 Bulk Discounts: Leverage bulk purchasing to obtain discounts on supplies and 

services. 

 In-kind Sponsorships: Seek in-kind sponsorships where companies provide 

goods or services in exchange for event promotion. 

 Volunteer Staff: Utilize volunteers for certain roles to reduce labor costs. 

6. Financial Monitoring 

 Regular Reviews: Conduct regular financial reviews to compare actual 

spending against the budget. 

 Variance Analysis: Analyse any variances between the budgeted and actual 

costs to identify areas of overspending or savings. 

 Reports: Generate financial reports to provide stakeholders with a clear picture 

of the financial status of the event. 

7. Post-Event Evaluation 

 Final Reconciliation: Reconcile all invoices and payments to ensure all 

expenses are accounted for. 

 Cost Analysis: Conduct a thorough cost analysis to understand the financial 

performance of the event. 

 Lessons Learned: Document any cost-related challenges and lessons learned to 

improve future budgeting and cost management processes. 

8. Technology Utilization 

 Budgeting Tools: Use budgeting tools and software to automate and streamline 

cost management processes. 



 

 

 Expense Tracking Apps: Implement expense tracking apps that allow real-time 

monitoring of expenditures. 

 Financial Dashboards: Utilize financial dashboards for a visual representation 

of the budget status and cost breakdown. 

9. Communication and Coordination 

 Team Coordination: Ensure all team members are aware of the budget 

constraints and their roles in managing costs. 

 Supplier Communication: Maintain open lines of communication with 

suppliers to prevent misunderstandings and manage expectations. 

By effectively managing costs, event managers can ensure that the event stays within 

budget, resources are used efficiently, and financial risks are minimized. This approach 

not only contributes to the financial success of the event but also enhances its overall 

quality and attendee experience. 

QUESTIONS:  

1. Explain the event management strategies:   

2. Discuss the need / essential for event management strategies:  

3. Write a note on target audience.  

4. Briefly explain the role of creativity.  

5. Explain the components of cost management in an event.  

6. Mention the stratagies to network with suppliers in an event.  

7. How to create a social media account and explain its needs.  

8. Describe event budget and its objectives.  

9. Explain the steps in the budget management for an event.  

____________________________________________________________________  

 

 


