
Foreword

The Youth Employment Summit (YES2002) is being organised on a simple
premise: if we successfully raise awareness to the need for promoting youth
employment, build commitment for action, and empower that commitment
with knowledge and tools we can create employment opportunities for youth.
Based on this, the YES2002 goal is to work together to ensure that five
hundred million young adults, especially youth facing poverty, will have
productive and sustainable livelihoods by the year 2012. Think about it,
there are a billion youth in the world today (aged 15-24 years), eight
hundred and fifty million of them live in developing countries. We have
no choice but to create the infrastructure - coalitions, partnerships, and
programs — to generate funds and implement projects to fulfil this goal.

The Event Planning Handbook is the first in a series of tools that we are
developing in partnership with learning organisations like Making Cents. The
necessity for this kind of handbook came from the participants of the many
YES 2002 consultations and workshops that we have organised over the
course of the past three years. We were requested to provide a practical,
step-by-step, easy to use “tool” to plan an event. The four sections in this
handbook will take you right from the beginning stage of conceptualising
your event and compiling a budget to the activities needed for a successful
follow-up after the event.

The strength of this handbook is that it can be customized for any type of
event and target group. For example, it can be used to structure a youth
workshop to promote YES 2002 or to start a Youth Steering Committee for
organisations in your country or region. Although we would appreciate your
using this handbook to promote youth employment, you should use this to
organise and facilitate any event of your choice.

We gratefully acknowledge Making Cents in the compilation of this
handbook. Their experience and knowledge of planning many events around
the world, with a significant number of them on youth employment and
entrepreneurship have guided them.

It is our sincere hope that this handbook will make planning your next event
simpler and easier for you.

Poonam Ahluwalia
Summit Director
YES 2002
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Let’s Conceptualise Your Event!

FOR EVERYONE WHO HAS AN IDEA AND WANTS TO TURN IT INTO
REALITY:

This handbook will give you the ABC’s you need to initiate, think through, plan and develop any success-
ful event. An event is an occasion where you gather people together to create, discuss, dance, decide,
build — you name it. Examples of events range from a workshop on youth education to a fund-raiser for
a group of students organising for better housing. Other events include an international conference of
youth leaders and all the different activities, educational, interactive, and fun, that you might organise on
International Human Rights Day or International Day Against Violence Against Women.

The basic framework is the same for all events, so once you've created one great event, you can use many
of the same skills for a completely different event next time.

In this handbook we'll cover how to plan an event. This handbook can be used for defining your objec-
tive, deciding what kind of event you want to plan, and then planning your eventl No guide can be

definitive, though this one tries to be comprehensive. As you read through this guide, ask yourself:

For my event, what else do | need to consider?
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Chapter 1: Defining Your Objective

The first step to planning an event is to define your objective.

An objective is a goal, and objectives should be SMART: specific, measurable, attainable, realistic, and
time-bound. Your objective should match these criteria.

As you plan, think about these questions:

* What is the objective of this event?

* Whom do you want to have participate in the evente

® How can you plan the event to achieve your objective and appeal to your participants?

1. What is the objective for this event? What are your goals?

Some possible goals include:

(1 The end you wish to achieve, such as:
® Raising awareness
® Raising money
* Moving an idea or activity forward
* Generating energy for further events

(3 To reach a specific number of participants

(1 To achieve coverage in the media

DREAM BIG!
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2. Whom do you want to have participate in the event?

Your objective will help you determine whom you want to invite. Think of all the participants you want to
attract to the event. As you think, be sure to Think Outside of the Bos! There are many potential participants
who might not spring to mind immediately. Think about other organisations and groups of people who
might be interested in your event, and invite them. These may be people and organisations you've never
approached before — this is the chance to meet them! You never know what can result from bringing
together new people and different organisations.

Once you decide whom you want to participate, think about what you want
to do with them! Do you want them to:

e Exchange ideas

e Llisten

e Waich

e Participate in a physical activity
e Andsoon?

3. How can you plan the event to achieve your objective and appeal
to your participants?

There are many different kinds of events. You must decide what kind you want to
have! Some events are educational and informative, and these include workshops,
S field trips, meetings and facilitated meetings, and doorto-door or telephone canvassing.
Other events are geared towards raising money, and these include every type of idea
or activity that will generate income for your organisation or goal. Some ideas include

organising a festival, a concert, or another type of entertainment; holding a raffle or an
auction; or selling goods or materials.

Other events are “people-to-people” and focus mainly on bringing people together.
Whether the people are professional colleagues who want to get to know each other
better or whether they don't know each other at all, the basics for creating a success-
ful event are the same. And some events are simply preparation for other events — like
planning meetings, informational meetings, and preliminary events.

There are many different types of events, and of course most events fit into more than one category of
event. Once you've decided what event you want to have, you need to Get Organised! Make a list of all
the tasks (ideas for your list are included below) and decide how you're going to accomplish them. You'll
need to organise your time accordingly. Depending on the size of your event, you'll probably want to
work with another person or a small group and share responsibility for planning the event.

Once you know what kind of event you want to have, you can start to identify other elements within
your event, for example:

e if you are planning a conference, think about what sessions you can plan to fill the conference in
order fo attract the participants.

o If you are planning to have speakers, think about who your participants will make an effort to hear.

e If you are planning a workshop or a discussion, you will need the right person or people to facilitate.

While you're thinking about your event, look around at other organisations.
e Are there any who can serve as potential partners for you?
o Are there any upcoming events by other organisations that could add energy to your event?

Also, as you're starting to plan, you should know any background that might be relevant to your event.
¢ Have events like the one you're planning been done before?
e What was their success, and what obstacles did they face?
e If you can talk to organisers of past events, you can gain good insight and tips into things to avoid
and things to emphasize.
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LET’S PLAN YOUR EUENT!

As you plan your event, you will utilize several different building blocks that will become the structure and
content of your event. These include:

Building an Organising Team

Creating the Agenda and Setting the Date
Creating a Budget

Covering the Costs

Generating Income

Promoting the Event

Co-ordinating the Media

RRIXRRARRKR

Logistics

Because each event is unique, this list cannot be exhaustive. As you read through the next chapters of the
Handbook, ask yourself:

What else do | need to consider for my eveni?
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Chapter 2: Building an Organising Team

An Organising Team is a group of individuals that supports the goals of the event
and assists with its planning and execution. Building a good organising team is one
of the most important pieces of planning your event. Your organising team is so
important because they make the event happen.

What is a good organising team?

e One that can work together.

e One that gives support to the organisers as they do their work.
e One that completes the tasks that it sets out to complete.

e One that has fun while doing the work!

You do not necessarily need an organising team to organise an event; what you need are
good organisation skills. Many people organise very successful events on their own! If you're
organising alone, you might find that people who don’t want the responsibility of being an
organiser can still help you fulfil certain tasks, and using their help strategically makes your
event all the better!

| wanted to hold a march in my town that would attract all sorts of different people.
| couldn't find anyone else who wanted to organise it with me, but | needed help,
especially with promotion and crowd control on the day of the event. So | found
a few people who could help me with those specific tasks without having to commit
to being an organiser. In the end, the march was great, and | was able to pull it
off on my own!

Jimena, Peru
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1. Working as a Team: How the Team will operate

Within the organising team, you will make decisions about the event and event planning. Therefore you
need a good decision-making process and communication process so that everyone's input and effort is
valued and considered. In order to function properly:

Many organising committees meet regularly and discuss the issues at hand, gaining ideas, insight and
energy from members of the team.

Many organising committees have a co-ordinator or co-coordinators who facilitate meetings and co-
ordinate the work that all the other team members are doing.

v
y

Remember to take notes at all of your meetings and note especially the decisions that are made.
These notes should be made available to anyone on the organising committee who wants to
see them.

Note taking responsibility should rotate so that the same person does not always need to be
responsible for recording the meeting. Make sure you have notes!

In many groups, the person who facilitates the meetings also rotates from meeting to meeting
(but not in the middle of the meetings!] By rotating the facilitator, different people develop their
facilitation skills, and the group benefits from the different strengths and perspectives of all its
members!

| decided to organise a debate on a political topic that was important in my
town. Four months in advance | compiled a team of six people who expressed
interest and seemed reliable and enthusiastic. Two months passed, and one by
one the committee members stopped doing much work. Two months in advance
| called a meeting to find out why the work wasn't getting done. It turned out

that the other committee members were not committed to the vision and goals of the debate and
that they had lost interest. Fortunately | still had time to publicize that | was looking for new
committee members. In the discussions | had with prospective candidates | emphasized that a
key characteristic of all future committee members would be a commitment to the topic. In the
end, | managed to gather a strong team who pulled off an extremely well-organised debate.

Denis, Ireland

2. Task Allocation

Tasks are all steps needed to accomplish something. In this case,
tasks are all the steps needed to plan the event, like, for example,
setting the agenda, finding a suitable venue and so on. These tasks
are outlined in this guide by the chapter headings. The tasks span
from responsibilities during the planning of the event and through
to the actual event itself.

Depending on the scope of your event and the size of your organis-
ing committee, you will probably have a few people who are more
active and taking more responsibility than others. That is totally
natural and happens in every planning process — some people take
on more central roles while others choose to be responsible for spe-
cific tasks. Each is a part of the larger whole and necessary for
making the event happen. Each should be given credit for the role

they play.
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task through to the project’s end. They should also keep good records of or their work and plans

As people commit to tasks for organising the event, make sure that they’ll be available to see the
@ so that if someone drops out or becomes unavailable, someone else can take over their role.

As tasks are allocated, people will volunteer for or be assigned different roles, such as:
(0 Fund-raiser: responsible for raising funds
(3 Logistics co-ordinator: responsible for the logistics of the event. For example:

* Media Contact: responsible for writing the press release and contacting the media

* Materials co-ordinator: responsible for writing or gathering the written materials that will be given
to participants, speakers and the media

Depending on the size of the event and the size (and energy levell) of your organising committee,
many of these tasks will require more than one person.

For one conference | helped organise, we had a large and enthusiastic group of
organisers who all had different levels of experience organising events. For some,
organising an event was neither new nor daunting; for others, it was their first time
taking these steps. As we divided up the tasks, we found that some were much more
demanding than others and required more than one person to do them. So we paired up the expe-
rienced organisers with the novices, and not only was the event a success, but it was a great learn-
ing process, too!

Bintou, Senegal

Share the responsibility! Bringing attendees to your event is what will make your event a success.
There are many tasks at hand: creating the invitations and publicity materials; disseminating the
invitations and publicity materials; responding to inquiries; and promoting your event everywhere
you can. These tasks should be shared among the organising committee.

Wisdom Comes with Experiencel!

Organising Committees should also look for support, advice, and the wisdom of experience they
can gain from advisors outside of the committee. These advisors should have different areas of
expertise and should help the organising committee see new and different elements to their project
and event!
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Chapter 3: Creating the Agenda

Deciding how to allocate time during your event is one of the most important elements of plan-
ning a good event. As you plan, remind yourself of your event's objective and your target
participants so that you can plan your event to appeal to your participants.

1. Activities within your event

If your event requires audience participation, like a conference or a meeting, think about ways to make
the structure inferesting, in addition to the content. For example:

o If your conference participants are mainly meeting in large rooms and big groups to hear speakers,
you could also plan time in the schedule for participants to gather in small groups, either to discuss
ideas or as another forum for the presenters.

e Ifyou are holding a panel, you should always leave sufficient time for a question and .t
answer session, and let your audience know that there will be time for their questions Wy
at the end. ¥

e If your program schedule includes time for people to engage with each other and the *
material in a more interactive way, they will gain more from the experience and your A

event will reflect their whole participation.

e If your event is longer than a day, you might want to include a specifically social
or social/cultural event so that your participants can take a break from the agenda
and relax. The relaxing process is not only fun — the distance also assists people in
digesting the information they’ve been working with all day!

My organisation aims to use art for social change by sponsoring the arts with local
youth and adults and organising performances for the community. Following their
performances, we always hold a question and answer period with the artist or
artists. By including this extra twenty minutes at the end of a show, we foster a
deeper interaction between the art, the audience, and the artist. Often artists are asked specific
questions about their creative process, and their answers may demystify the artistic process for
some blossoming artists in the audience — and so the performance isn't only a performance, it's
a chance to encourage other artists, too!

Cherie, Canada

If your program is educational, a social break like dancing, theatre, storytelling or listening to
music is a good change in rhythm.

At a conference | attended during college, we were in workshops and panels all
day for two days. The speakers were incredible and the information was very
interesting. On Saturday night, we left the conference centre for a pre-planned
party, and that was the first time that | had a chance to take a breath and really
start talking to the other delegates. Then | realized just how much I'd learned in the conference,
and what | could do with my new understanding — and new friends! - afterwards.

Mumio, Uganda
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If your program is a people-to-people program, geared to bring people together for a common
goal or just to meet each other, you will want to have many structured social aspects to your
program so that people can connect with each other. You might want to plan for a purely social
event like a sports game or another fun program. You should also incorporate “ice breakers” into
your program. For suggestions of icebreakers, see the Appendix.

2. Allocating Time

As you allocate time, make sure that you include sufficient time for every stage of the event, and that you
make time for meals and coffee and tea breaks. Also, if your event requires participants to move from
one venue fo another — from, say, a sports field to a reception hall — make sure that you allocate sufficient
time for transit.

When you're planning the times for segments of the event to begin and end, be realistic! And
when the day of the event comes, be on time!

So many times the entire schedule is thrown completely off because people are
late, and people get extremely irate!

Fred, Australia

@ Learning is enhanced by reflection and discussion, so make time for both!

One conference | attended was very creative with the way they planned the time
of hundreds of delegates. At the end of every session, and the beginning of every
day, the organisers asked us to separate into groups of three and spend a few
minutes talking to each other about what we'd learned. This structured time to
discuss gave me the chance to reflect — and to internalize — what | learned!

Shiblee, Bangladesh

3. Staffing the Event

To run the event, you need facilitators. Often members of the organising committee will facilitate the event
themselves, and often you will bring in an outsider to facilitate for you. Depending on what your event is,
you will have several different types of facilitation at the event.

For example:

(1 For a fund-raiser, you might put on a talent show or an evening of entertainment. Simply in terms of
facilitation, you'll need:

Someone at the door collecting money as people enter

Someone to intfroduce the organisation and the cause at the beginning of the event

Someone to introduce the entertainers

Someone to organise the entertainers “backstage”

GG Lo

Someone to remind all the guests that the event is a fund-raiser and they should give funds!
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