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Student Resource 1.1
Anticipation Guide: Event Planning
Student Name:_______________________________________________________ Date:___________
Welcome to the AOHT Event Planning course! Over the next few months, you’ll learn a great deal about the diverse field of event planning. You’ll find out about some of the changes taking place in the hospitality and tourism industry as more businesses become technologically advanced, mindful of environmentally friendly practices, and eager to make a positive economic and social impact. In this class, we will discuss basics of event planning and then explore the many variations of planning an event in sports or entertainment. Event planning involves the ability to plan anything from a fancy dinner party to a rock concert.
Directions: For each of the statements below, underline “I agree” if you think the statement is accurate or “I disagree” if you disagree with it. Write one reason to explain your guess.
	Event planners want people to think their job is hard so that they’ll get paid well, but really, planning an event is simple.

	My guess:
	  I agree             I disagree

	My reason:
	

	I learned:
	


	A church service, a street juggler performing for tourists, a school safety assembly, a poetry slam, and the International Summit on Climate Control are all events.

	My guess:
	  I agree             I disagree

	My reason:
	

	I learned:
	


	The most important decisions to make about an event are where, when, and what the guests will eat.

	My guess:
	 I agree             I disagree

	My reason:
	

	I learned:
	


	You could hold a classical music concert in the same building that the circus uses because there’s plenty of room for the audience. 

	My guess:
	 I agree             I disagree

	My reason:
	

	I learned:
	


	The best way to let people know about an event is to send out a mass email.

	My guess:
	 I agree             I disagree

	My reason:
	

	I learned:
	





Student Resource 1.2
Analysis: Event Planning Case Studies
Student Name:							 Date:			
Complete the right-hand column of the chart below for the case study you read in Student Resource 1.3. You will complete the chart on the next page for the other two studies in Student Resource 1.3 by working with classmates who read them.
	
	Event Type: Example (Red Cross fundraising dinner dance)
	Event Type:

	Goal
	The Red Cross wants to raise $100,000 to help people in the Philippines affected by Typhoon Hagupit. 
	



	Theme
	The party’s theme is Masquerade. It will be a costume ball.

	



	Budget Estimate
	The budget is very small, because sponsors cover most of the costs. 
	



	Venue
	The event will be held in the Downtown Plaza’s Grand Ballroom, which will be decorated with balloons, flowers, and Filipino artwork.
	



	Food and Beverage
	Two local Filipino restaurants are providing dinner for the guests.
	



	Staff and Guest Management
	The hotel staff will serve the meal. Red Cross volunteers will handle the invitations, ticket sales, and checking people in at the event.
	



	Promotion and Invitation
	Invitations will be sent to Red Cross members. The event will be publicized on the website and through ads in the local paper.
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Student Resource 1.3
Reading: Case Studies in Event Planning
Case Study: Sports
The Supergirl X Jamz is an action sports event held in Malibu, California, that features female skateboarders, motocross riders, and surfers. The goal of the event is to draw more attention to female athletes in these sports. While it started as a small, low-budget event, its popularity has grown since some of the women have won X Games medals, and since several of the girls have appeared in FHM and other magazines as part of a feature called “Top Female Athletes.” Now the event regularly draws crowds of 3,000 people or more, and its total operating budget is $1,000,000. The event also gets corporate sponsorship from companies like Mountain Dew and Doritos. The combination of ticket sales and corporate sponsorship ensures the event’s success.
The event includes more than 60 different races or competitions held over four days. A temporary skate park—sponsored by Mountain Dew—is constructed near the best surfing beach in Malibu. The motocross races take place in the nearby hills. The location has limited parking, so the event planners have made arrangements with a local college to use their parking lots, and shuttles run the guests from the college to the event location.
Because it is impossible for guests to see all three types of competition at once, a large bank of flat screen televisions broadcasts the events in a central courtyard, which is also where the food is served. At night, when the events are over with, the flat screens become a backdrop for a live concert, with a different set of alternative rock or hip-hop bands playing each night. The food is typical sports concession fare—hot dogs, hamburgers, pizza, soft drinks, and beer (for those who are over 21).
As is appropriate for an X Games-style event, the ambiance is youth-oriented and “edgy.” The target audience is younger people, usually those who also participate in action sports. The print materials feature action photographs of the female competitors on their boards or bikes, and the ads on television and radio feature the music of the bands that will play at the event. The event also has a website with streaming video of the athletes in action; these videos are also posted on YouTube. The X Jamz Facebook page is very popular, and they also host a live Twitter feed with updated results and use Instagram to share pictures from the competition. Tickets can be purchased from the website or through Ticketmaster.


Case Study: Entertainment
The Annual Youth Voices Film Festival celebrates the vision of filmmakers under 25 years of age. Its motto is “Sharing a vision of tomorrow,” and its goal is to give young filmmakers an opportunity to have their work screened for studio executives. Grand prize winners also receive a cash prize, which they can use to help finance their next film.
The festival draws entries from filmmakers all over the world; the 10 best films are selected and screened for a panel of judges, Hollywood celebrities, and film enthusiasts. The festival’s venue is a historic theater in Glendale, California, just outside of Hollywood. The theater seats approximately 450 people. The planners want up-and-coming filmmakers to feel like they are part of the great Hollywood tradition of moviemaking, so all the events are designed to evoke the glamour of old Hollywood, like a miniature version of the Academy Awards.
Attendees are either local residents, or they stay at a nearby hotel. Guests at the hotel may walk to the theater; a shuttle is provided to help hotel guests travel to and from the two closest airports. 
The festival is a weeklong event held every July and operates on a budget of $80,000. The first night is an opening gala to welcome the attendees. The next five nights are screenings, two films per night. The final night of the festival is a formal awards ceremony where all the filmmakers are recognized. For the opening gala, drinks (alcoholic and nonalcoholic) and hors d’oeuvres are served. On the screening nights, traditional movie theater concessions (sodas, popcorn, candy) are served between the film screenings. No refreshments are served during the awards ceremony.
The event is staffed by a combination of theater employees and festival volunteers, including a team of interns from local high school and college film programs.  
To handle marketing and promotion, the festival has a website and also takes out advertisements in trade publications that target the entertainment industry. The website sells tickets and provides information for people wishing to enter their films in the festival. The festival also has a Facebook page and a Twitter account. The Facebook page includes guest posts from people whose films were screened at the festival in previous years. Tickets can also be purchased at the box office during the festival. 
The prizes are paid for by leading Hollywood studios, and ticket sales cover the rest of the costs. Studio executives, celebrities, and those filmmakers whose work is being screened all receive a formal invitation. 


Case Study: Special Events
When a new clothing store targeting teens opened in the suburbs outside Baltimore, the owners wanted it to be special. So they hired event planner Stephanie Wu to arrange a grand opening celebration. They couldn’t afford to spend a lot of money, so Stephanie had to pull off a party for 200 people on a budget of $3,000.
Stephanie decided to use a fashion theme for the party. After getting the necessary permits, she made the sidewalk in front of the shop look like a runway at a fashion show. The store’s employees, dressed up in clothes the store sells, walked the runway as models to draw people’s attention to the store. Inside, they served punch and finger-food snacks. Stephanie had to hire a couple of extra servers to circulate through the store and clean up, making sure the merchandise wasn’t ruined by sloppy guests who spilled punch or dropped spinach dip on the clothes.
For entertainment, Stephanie hired a local DJ to play music and also hired a professional photographer who staged glamour shots of the guests with boas, hats, and other props, providing both entertainment and a souvenir the guests could take home.
The store owners came up with a list of about 125 local people who they wanted to invite, leaving some room for walk-in guests attracted to the store by the noise of the party. The invited guests received a personalized invitation designed to fit the fashion theme. Stephanie also worked with the store manager to publicize the event on the store’s Facebook page, and during the party one of the store’s employees updated the store’s Twitter and Instagram accounts with the details of the party. After the party, the employees made a Pinterest board featuring photos of the fashions worn at the event.
Because the party was unusual, Stephanie wrote up a press release, also known as a media alert, and was able to get the local TV news station to cover it, which brought in some much needed publicity for the store. The photos taken by the guests were also used to decorate the store and the store’s website. The event was such a success that the owners are thinking about making it an annual store tradition.
Student Resource 1.4
Writing Frame: Personal Event Description
Student Name: _______________________________________________________ Date: ___________
Directions: In the sections below, describe an event you may plan in your lifetime that you would need a professional event planner for. You need to describe the elements of the event and why you think you need or want a planner’s help with that event. Use this frame to help you get your thoughts organized. Then type or write out your event description on a separate sheet of paper. Review the assessment criteria listed at the end of this resource so that you know how your work will be assessed.
I would plan…(what kind of event) with the help of a planner. The goal of this event would be….
Example: I would plan my wedding with the help of a planner. The goal of this event would be to celebrate getting married with our family and friends.


I would use a planner for this event because…. 
Example: I would use a planner for this event because I have a really big family, so my wedding would be huge. I want to be sure that every detail is perfect and I don’t think I could do that by myself. It would also be very stressful and I want to be able to concentrate on my dress and my honeymoon.





The theme will be…because….
Example: The wedding will be decorated in shades of pink with lots of pink flowers, because pink is my favorite color. Flowers are traditional at weddings, but my flowers would be the kind that my grandmother grew in her garden: snapdragons, English sweet peas, tulips, and roses. They would remind most of my family of my grandmother, who died a couple of years ago but who was very important to me.





The budget for the event would be_____(large, small,) because…. That affected my decision to hire a planner because….
Example: The budget for the event would be large because I have such a big family, but because there will be a lot of guests, the event will be very expensive. Even though hiring a planner would be an expense, it would be worth it because the planner would know how to stretch the money I have as far as possible and make sure that the event is really special for everyone.






The event will be held at…(name of venue) because….	
Example: The event will be held at City Park because I’ve always wanted to get married outdoors and there will be a lot of space for my whole family to be there. It’s a beautiful, perfect place for a wedding.



The location fits the theme because….
Example: There are beautiful rose gardens in City Park, which fits with my theme of pink and flowers.



We will serve…(types of food and beverages) because….
Example: We will serve lots of cool foods because I want to get married in the summer and it will be hot outside. We will serve shrimp cocktail because it’s pink and I love it! We will also serve special pink cocktails and pink champagne and have pink lemonade for my little cousins.





The event’s guests will include….
Example: The guests will be family and friends who will be invited to celebrate with us.


The people who work at the event will include….
Example: The people who work at the event serving the food will be my aunts and uncles, because they help put together everybody’s wedding. The planner will help us hire a florist to do the flowers, and we’ll have a DJ to play music for us.




People will find out about the event because….
Example: People will find out about the event because we will send out special invitations decorated with pink roses. We also will make a wedding website so people can find out all the details. I will post lots of information on my Facebook page, too.





Make sure your assignment meets or exceeds the following assessment criteria:
The description provides a reasonable explanation for why a professional planner is needed for the event.
The description clearly states the goal of the event.
The description provides details of the event’s theme or vision.
The description includes a basic evaluation of the event’s budget.
The description includes details about the event’s venue or location.
The description includes details about the food and beverages served at the event.
The description covers who will attend and how the event will be staffed.
The description outlines appropriate promotion or invitation plans.
The description is neat and uses correct spelling and grammar.
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