
business events planning

business events planning is a critical aspect of organizational success,
enabling companies to showcase their brand, connect with clients, and foster
valuable relationships. Effective planning involves meticulous attention to
detail and strategic foresight, ensuring that each event aligns with business
objectives while creating memorable experiences. This article delves into the
intricacies of business events planning, covering essential components such
as the planning process, types of events, budgeting, vendor selection, and
post-event evaluation. By understanding these elements, businesses can
enhance their event planning strategies and drive impactful results.
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Understanding Business Events Planning

Business events planning is the systematic approach to organizing and
executing events that serve specific business purposes. These events can
range from conferences and seminars to product launches and corporate
retreats. The primary goal is to foster communication, collaboration, and
branding opportunities. Understanding the objectives of the event is crucial,
as this will guide the planning process and determine the overall direction
of the event.

Successful business events require a clear understanding of the target
audience and the message to be conveyed. This involves identifying the
stakeholders involved, from attendees to sponsors, and ensuring that their
needs and expectations are met. Furthermore, effective communication is
essential throughout the planning process, ensuring all parties are aligned
with the event's goals and logistics.

The Business Events Planning Process

The business events planning process consists of several key stages that
facilitate a structured approach to event management. By following these
stages, planners can ensure that no detail is overlooked, and the event runs
smoothly.



1. Define Objectives

The first step in the planning process is to define clear objectives for the
event. Consider what the business aims to achieve, such as increasing brand
awareness, generating leads, or providing training. Clearly defined
objectives will serve as a roadmap for all planning activities.

2. Develop a Timeline

A detailed timeline is crucial for effective event planning. It outlines all
tasks and deadlines, ensuring that everything is completed in a timely
manner. The timeline should include milestones for venue booking, marketing
efforts, and logistics planning.

3. Assemble a Planning Team

Forming a dedicated team for event planning can enhance efficiency and
creativity. Assign specific roles to team members based on their expertise,
such as event coordinator, marketing manager, and logistics coordinator.
Collaboration among team members is essential for successful execution.

4. Create an Event Plan

An event plan is a comprehensive document that outlines all aspects of the
event, including agenda, venue details, catering, and technology
requirements. This plan should be continuously updated as planning
progresses.

Types of Business Events

There are various types of business events, each serving different purposes
and audiences. Understanding the different types can help organizations
select the right format for their needs.

1. Conferences and Seminars

Conferences and seminars are designed to share knowledge and foster
networking among professionals in a specific industry. These events often
feature keynote speakers, panel discussions, and breakout sessions.

2. Trade Shows

Trade shows allow companies to showcase their products and services to



potential clients and industry partners. They provide a platform for
networking, marketing, and sales opportunities.

3. Corporate Retreats

Corporate retreats focus on team building and employee development. These
events often take place in offsite locations and may include workshops,
recreational activities, and strategic planning sessions.

4. Product Launches

Product launches are tailored to introduce new products or services to the
market. These events aim to generate excitement and media coverage to boost
initial sales.

Budgeting for Business Events

Budgeting is a critical component of business events planning, as it directly
impacts the scope and quality of the event. A well-structured budget helps
ensure that all necessary resources are allocated effectively.

1. Identify Costs

Start by identifying all potential costs associated with the event. Common
expenses include venue rental, catering, audiovisual equipment, marketing,
and staffing. It is essential to account for both fixed and variable costs to
create an accurate budget.

2. Allocate Resources

Once costs are identified, allocate resources strategically. Prioritize
spending on elements that will have the most significant impact on the
event's success, such as venue and guest speakers.

3. Monitor Expenses

Throughout the planning process, regularly monitor expenses to ensure the
budget remains on track. Adjustments may be necessary if unforeseen costs
arise, so maintaining flexibility is important.



Choosing the Right Vendors

Selecting the right vendors is crucial for the success of any business event.
Vendors can include caterers, audiovisual suppliers, decorators, and
transportation services. The choice of vendors can significantly affect the
quality of the event experience.

1. Research and Shortlist Vendors

Begin by researching potential vendors in your area. Look for those with a
strong reputation and experience in business events. Shortlist vendors who
align with your event's objectives and budget.

2. Request Proposals

Request detailed proposals from shortlisted vendors, outlining their
services, costs, and availability. This will allow for a comparative analysis
of different options and help identify the best fit for your event.

3. Conduct Interviews

Interview potential vendors to assess their capabilities and compatibility.
Ask about their previous experience with similar events and request
references to ensure reliability.

Post-Event Evaluation and Follow-Up

Post-event evaluation is an essential part of the business events planning
process. It allows organizations to assess the success of the event and
identify areas for improvement.

1. Gather Feedback

Collect feedback from attendees, team members, and vendors to gain insights
into their experiences. Surveys can be an effective tool for gathering
structured feedback.

2. Analyze Performance Against Objectives

Evaluate the event's success by analyzing whether it met the defined
objectives. Consider metrics such as attendee satisfaction, lead generation,
and overall engagement.



3. Document Learnings

Document the key learnings from the event, including what worked well and
what could be improved. This information will be valuable for planning future
events and enhancing overall effectiveness.

Conclusion

In conclusion, business events planning is a multifaceted process that
requires careful thought, strategic planning, and execution. By understanding
the various components involved, organizations can create impactful events
that meet their objectives and resonate with attendees. From defining clear
goals to evaluating outcomes, every step plays a vital role in ensuring
success. As the business landscape continues to evolve, mastering the art of
event planning will remain essential for fostering connections and driving
growth.

Q: What are the key components of successful business
events planning?
A: The key components include defining clear objectives, developing a
comprehensive timeline, assembling a dedicated planning team, creating an
event plan, and conducting post-event evaluations.

Q: How can I effectively budget for a business event?
A: To effectively budget for a business event, identify all potential costs,
allocate resources strategically, and continuously monitor expenses
throughout the planning process.

Q: What types of business events should I consider
for my organization?
A: Consider various types of business events, including conferences,
seminars, trade shows, corporate retreats, and product launches, depending on
your organizational goals.

Q: How do I choose the right vendors for my business
event?
A: To choose the right vendors, research and shortlist potential options,
request detailed proposals, and conduct interviews to assess their
capabilities and experience.

Q: Why is post-event evaluation important?
A: Post-event evaluation is important because it helps organizations assess
the success of the event, gather feedback, analyze performance against



objectives, and document learnings for future planning.

Q: How can I measure the success of a business event?
A: Success can be measured through attendee feedback, lead generation
metrics, engagement levels, and whether the event met its defined objectives.

Q: What role does communication play in business
events planning?
A: Communication is crucial as it ensures alignment among all stakeholders,
facilitates collaboration among team members, and keeps everyone informed
throughout the planning process.

Q: What are some common challenges in business events
planning?
A: Common challenges include managing budgets, dealing with unforeseen
circumstances, coordinating logistics, and ensuring effective marketing to
attract attendees.

Q: How can technology enhance business events
planning?
A: Technology can enhance planning through event management software, virtual
platforms for hybrid events, online registration tools, and digital marketing
strategies to reach a wider audience.

Q: What are best practices for marketing a business
event?
A: Best practices include identifying the target audience, utilizing social
media and email marketing, partnering with industry influencers, and creating
engaging content to generate interest.
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proposals to be written, fees and contracts to be negotiated, and safety issues to be considered. This
book takes you behind the scenes of event planning and explains every aspect of organizing and
strategic planning. This book will be of value to both the professional event planner and to clients
who are dealing with planners. Its comprehensive coverage includes: how to prepare winning
proposals, and how to understand them if you are the client; how to determine management fees;
negotiating contracts; safety issues; designing events in multicultural settings; and new technology
that makes operations more efficient (such as online registration and response management,
database project management tools). The book also includes practical tools such as sample letters of
agreement, sample layouts for client proposals, forms, and checklists. Professional event planner
Judy Allen offers first-time or professional event planners all the top-class advice they need to make
their special events come off without a hitch.
  business events planning: Start Your Own Event Planning Business The Staff of
Entrepreneur Media, Cheryl Kimball, 2015-04-20 START YOUR OWN EVENT PLANNING BUSINESS
AND CELEBRATE ALL THE WAY TO THE BANK! Weddings, graduations, birthday parties,
anniversaries, and conferences; what do these all have in common? Everyone would rather hire
someone else to plan and run them! That someone can be you. Take your passion for event planning
to the next level with in-the-trenches advice and tools you need to start, run, and grow a successful
business. From writing a solid contract to finding reliable vendors, our experts help you identify your
niche, teach you how to scout potential clients, evaluate the competition, market your business, and
more. Discover how to: Identify a niche and establish yourself within the industry Build a loyal
customer base for large and small events Implement targeted strategies for planning commercial,
political, civic, social events, and more Promote your business, events, and yourself with Pinterest,
Instagram, and other social and online marketing tools Develop proposals, vendor agreements,
contracts, and manage day-to-day operations and costs Keep within budget using money-saving tips
and industry-tested ideas Plus, gain valuable insights from interviews with practicing event
planners, and stay on track with checklists, worksheets, and other resources. Everything you need to
make your event planning business a successful reality is right here—get the party started today!
  business events planning: How to Start a Home-Based Event Planning Business Jill S. Moran,
2015-07-02 Event planning continues to be a thriving business area for the motivated entrepreneur.
This fourth edition includes updated ideas about creating business plans, balancing home and work,
building a client base, and a more in-depth discussion on the role of social media in your event
planning business.
  business events planning: How To Start Event Planning Business ARX Reads, Are you
daydreaming right now from your cube or home office about the notion of starting an event planning
business? Perhaps you’ve been working in the events and meetings industry for several years and
think that now is a good time to figure out how to work for yourself. Or maybe you’ve helped
organize a few events in the past and feel that this could be your life’s passion. These are all good
reasons to pursue this profession. But anyone who contemplates the fantasy of starting their own
event planning business must follow some important steps before you even beginning to talk to
clients.
  business events planning: Marketing Your Event Planning Business Judy Allen,
2013-02-06 Practical, prescriptive advice on successfully marketing your event planning business
Recent years have been tough on the event planning industry. The terrorist attacks of September 11,
2001, economic downturns, wars, and SARS have all negatively impacted the business. There are
fewer corporate dollars dedicated to travel budgets and special events, creating even more pressure
on businesses in an already highly competitive industry. This book tells you all you need to know to
market your business and build your client base in good times and bad. Marketing Your Event
Planning Business shows you how to gain a competitive advantage by setting yourself apart from the
competition, pursuing new markets, and soliciting sales. It covers all the vital topics in event
planning marketing, including how to diversify your client base, develop niche markets, improve
your customer service, establish emergency business plans, and much more. Ideal for event



planners, marketing managers in the industry, and professionals in the hospitality, culinary, or travel
industries Includes actionable advice on successfully marketing an event planning business Features
illustrative examples, practical tips, and useful checklists and other resources Marketing Your Event
Planning Business is packed with practical tips and examples, giving you creative new ways to
showcase your talents, build your business, and bring added value to your clients.
  business events planning: Event Planning Judy Allen, 2008-12-30 This bestselling all-in-one
guide to the event planning business is back and better than ever, fully updated and revised to
reflect the very latest trends and best practices in the industry. This handy, comprehensive guide
includes forms, checklists, and tips for managing events, as well as examples and case studies of
both successful and unsuccessful events. Judy Allen (Toronto, ON, Canada) is founder and President
of Judy Allen Productions, a full-service event planning production company.
  business events planning: How to Start a Home-based Event Planning Business Jill S. Moran,
2004 Are you the person who always organizes the family reunions, the friends' birthday parties, and
the school fund-raisers? Have you thought about becoming an event planner but hesitated about
putting your plans into action? This comprehensive guide contains all the necessary tools and
strategies you will need to launch and grow a successful business. Author Jill S. Moran, a Certified
Special Events Professional, shares her experiences and advice on every aspect of setting up and
running a thriving home-based event planning business. From finding customers to staying in touch
with the latest trends and techniques, her step-by-step methods are practical and easy to
understand. She even includes war stories from other event planners so that you can avoid their
mistakes! Make a career out of planning: Weddings - Birthday parties - Trade show events -
Corporate outings - Award dinners - Fairs and festivals - Fund-raising events, and more Learn all
about: Getting Clients and Referrals Organizing Your Business Marketing Your Talents Setting Your
Rates and Services Hiring Help and Getting Paid Maintaining a Steady Stream of Work Education
and Training Use these special features and workbook pages: Ten Suggestions for Success Sample
Cash Flow Projections Sample Business Plan Sample Event Budgets Sample Event Production
Schedules Contract Essentials and Event Ethics dn0The Event Tool Kit
  business events planning: Start Your Own Event Planning Business: Your Step by Step
Guide to Success Krista Turner, 2004-07-27 Celebrate All the Way to the Bank Weddings, parades,
fairs, graduations, conferences, political rallies, fashion shows, what do they have in common?
Answer: Everyone would rather have someone else plan and conduct them. That someone else can
be you, if you're a professional event planner who knows how to design an event, find a location,
arrange entertainment, plan transportation, and do the myriad things needed to bring it off
successfully. Start Your Own Event Planning Business, part of Entrepreneur magazine's highly
regarded Startup Series, provides all the tools you need to start, run, and grow one of today's most
profitable businesses. Why should you buy this book? If you're a highly creative person who likes
working with people, event planning is a natural outlet. With gross profits in the 30-to-40 percent
range, you can easily earn $50,000 to $100,000 per year planning and conducting events. You can
specialize in a variety of areas, including commercial, political, civic, social and personal events.
Start Your Own Event Planning Business shows you how to handle everything-conducting market
research, choosing a location, financing, buying equipment, finding customers, hiring employees,
and much more. It also includes useful sample forms, checklists, and worksheets to guide you
through every aspect of the startup process. If you're good at planning and conducting celebrations,
conferences and other events, if you like a flexible schedule, a wide variety of responsibilities and
new adventures every week; and you'd like to make a living doing what you enjoy, Start Your Own
Event Planning Business is a must-read.
  business events planning: Eventpreneur: Starting and growing an event planning business
Ajah Excel, 2025-01-20 Do you have a passion for creating unforgettable experiences? Ready to turn
your creativity and organizational skills into a thriving business? Eventpreneur: Starting and
Growing an Event Planning Business is your ultimate guide to building a successful career in the
dynamic world of event planning. From weddings to corporate events, festivals to fundraisers, the



demand for skilled event planners has never been higher. This book takes you step-by-step through
launching and scaling your own event planning business. Whether you’re starting from scratch or
looking to elevate your existing venture, you’ll gain the tools, strategies, and insider tips to succeed
in this exciting industry. Learn how to identify your niche, attract high-paying clients, and craft
seamless, memorable events. Discover the secrets of managing budgets, building a reliable vendor
network, and marketing your business to stand out in a competitive market. With actionable advice,
case studies, and expert insights, Eventpreneur helps you navigate challenges, grow your client
base, and create a brand that people trust. Packed with inspiration and practical guidance, this book
is your roadmap to turning your passion for planning into a profitable business. Whether you dream
of designing luxury weddings or producing large-scale conferences, Eventpreneur will show you how
to make it happen. It’s time to step into the spotlight and build a business that brings people
together and creates lasting memories. Your journey as an eventpreneur starts here!
  business events planning: Event Planning Judy Allen, 2009-04-16 This bestselling all-in-one
guide to the event planning business is back and better than ever, fully updated and revised to
reflect the very latest trends and best practices in the industry. This handy, comprehensive guide
includes forms, checklists, and tips for managing events, as well as examples and case studies of
both successful and unsuccessful events. Judy Allen (Toronto, ON, Canada) is founder and President
of Judy Allen Productions, a full-service event planning production company.
  business events planning: Start Your Own Event Planning Business Entrepreneur Press,
2007-08-20 Celebrate All the Way to the Bank Weddings, parades, fairs, graduations, conferences,
political rallies, fashion shows-what do they have in common? Everyone would rather have someone
else plan and conduct them! That someone else can be you if you're a professional event planner
who knows how to develop a theme, find a location, arrange entertainment, plan transportation and
do the myriad things needed to pull an event off successfully. Learn everything you need to know to
get started in one of today's hottest-and most lucrative-businesses: How to stay abreast of the
newest entertainment, food and decoration options Hot new industry trends, from environmentally
friendly parties to extravagant first birthday parties and more How to build a loyal customer base for
large and small events Targeted strategies for planning commercial events, political events, civic
events, social events and more The latest information on the use of technology in event planning
With gross profits averaging 30 to 40 percent, you can easily earn six figures a year planning and
conducting events-and have a blast in the process. If you're looking for a flexible schedule, a wide
variety of responsibilities and new adventures every week, event planning is the business for you.
  business events planning: Business Events Susheel Dutta, 2025-02-20 Business Events: A
Comprehensive Guide is a detailed handbook designed to offer invaluable insights, strategies, and
best practices for successfully organizing and managing business events. Tailored for event
planners, organizers, marketers, and industry professionals, this guide covers essential topics for
creating impactful and memorable events. Discover comprehensive information on event planning,
from conceptualization to post-event evaluation. Key areas such as venue selection, budgeting,
logistics, marketing, registration, program development, and speaker management are thoroughly
explored, providing actionable tips to achieve event objectives effectively. The guide delves into
technology and innovation, highlighting how businesses can leverage digital tools, software, apps,
and cutting-edge solutions to enhance event experiences. Topics include technology integration,
audio-visual services, virtual and hybrid event models, data analytics, AI-driven insights, and
interactive features to drive attendee engagement and maximize ROI. Addressing sustainability and
social responsibility, the handbook covers eco-friendly practices, waste reduction efforts, ethical
sourcing, and community engagement strategies, emphasizing the role of businesses in promoting
environmental stewardship. Additionally, the guide provides legal and compliance considerations,
including navigating legal requirements, risk management, insurance, contracts, permits, safety
standards, and contingency planning. Readers gain valuable insights into mitigating liabilities and
ensuring event success while adhering to regulatory frameworks. Emphasizing evaluation and
continuous improvement, this handbook is an essential resource for anyone involved in event



management.
  business events planning: Marketing Your Event Planning Business Judy Allen,
2010-05-20 Practical, prescriptive advice on successfully marketing your event planning business
Recent years have been tough on the event planning industry. The terrorist attacks of September 11,
2001, economic downturns, wars, and SARS have all negatively impacted the business. There are
fewer corporate dollars dedicated to travel budgets and special events, creating even more pressure
on businesses in an already highly competitive industry. This book tells you all you need to know to
market your business and build your client base in good times and bad. Marketing Your Event
Planning Business shows you how to gain a competitive advantage by setting yourself apart from the
competition, pursuing new markets, and soliciting sales. It covers all the vital topics in event
planning marketing, including how to diversify your client base, develop niche markets, improve
your customer service, establish emergency business plans, and much more. Ideal for event
planners, marketing managers in the industry, and professionals in the hospitality, culinary, or travel
industries Includes actionable advice on successfully marketing an event planning business Features
illustrative examples, practical tips, and useful checklists and other resources Marketing Your Event
Planning Business is packed with practical tips and examples, giving you creative new ways to
showcase your talents, build your business, and bring added value to your clients.
  business events planning: Start & Run a Meeting and Event Planning Business Shannon
Marie Lach, 2015-04-15 Make money planning events with style and impress your clients. 'Start &
Run a Meeting and Event Planning Business' shows would-be business owners how to start and run a
successful enterprise planning events of all kinds—from weddings and private parties to corporate
events, meetings, conferences, and sporting events. This book will show you not only how to
organize events, but also how to run the business itself. Keeping track of all the many details
involved in putting on a successful event is easy when you have the checklists, schedules, tips, and
experts’ advice you need. Written in the step-by-step style that has made the Start & Run series the
best of its kind, this indispensable guide will help readers to make any event—and event planning
business—a resounding success.
  business events planning: Business Meeting & Event Planning For Dummies Susan
Friedmann, 2023-01-12 Hold productive meetings and events with help from Dummies It’s a whole
new world out there. With so many companies, big and small, electing to move to virtual or hybrid
operating models, meetings have arguably become more important than ever as the primary way
teams communicate day-to-day. But how do you maximize engagement when a screen sits between
you and your coworkers? In Business Meeting & Event Planning For Dummies, expert author Susan
Friedmann shares her tips and insider tricks for navigating virtual and hybrid gatherings without
missing a beat. Armed with top-notch guidance and insider tips from Dummies, you’ll be able to
streamline meetings to maximize efficiency and save money – on or offline. Create effective and
exciting business events and presentations Keep on time and on budget, maintain group
engagement, and use social media to your advantage Discover best practices, proven tips, and
technical advice If you’re a professional who wants to make the most of business meetings, this is
the Dummies guide for you. It’s also a valuable resource for anyone who needs to plan a large-scale
event (seminar, convention, etc.).
  business events planning: Event Planning Margaret Brown, 2016-10-04 Event Planning Learn
How To Start Event Planning Business - Planning, Promoting, And Running A Successful Event
Business! The meetings and events industry, like so many other industries, is on the threshold of
some major changes. Fluctuations in the world economy (which affect budgets) travel safety issues,
the technology revolution, and people's time restrictions are forcing meeting and event planners to
reexamine what they do and how they do it. The need to hold meetings and events remains strong
because getting together with other people continues to be an effective way to accomplish goals and
exchange ideas. But the way meetings and events take place is changing. This book addresses both
conventional and nonconventional methods of holding meetings and events. Let it be your guide to
mastering successful strategies and tactics, as well as your source for insider secrets from the pros.



Savvy meeting and event planners recognize that every event they arrange will be different. They
also know the importance of constantly staying abreast of new and emerging trends, in addition to
fully understanding the ongoing wants and needs of their participants.The key to success in meeting
and event planning is being organized and detail-oriented. During the planning process, you
encounter a countless number of specifics that demand your constant attention, and this book helps
you stay on top of each one. It contains tons of practical advice for getting through the challenges
you might face. It also shows you how to skillfully put together a well-designed and flawlessly
orchestrated program, even on a shoestring budget, that will earn glowing reviews and make you
proud.
  business events planning: Event Planning Business The Staff of Entrepreneur Media,
2015-04-20 The experts at Entrepreneur provide a two-part guide to success. First, learn everything
you need to know to become a successful event planner. Then, master the fundamentals of business
startup including defining your business structure, funding, staffing and more. This kit includes: •
Essential industry-specific startup essentials including industry trends, best practices, important
resources, possible pitfalls, marketing musts, and more • Entrepreneur Editors’ Start Your Own
Business, a guide to starting any business and surviving the first three years • Interviews and advice
from successful entrepreneurs in the industry • Worksheets, brainstorming sections, and checklists
• Entrepreneur‘s Startup Resource Kit (downloadable) More about Entrepreneur’s Startup Resource
Kit Every small business is unique. Therefore, it’s essential to have tools that are customizable
depending on your business’s needs. That’s why with Entrepreneur is also offering you access to our
Startup Resource Kit. Get instant access to thousands of business letters, sales letters, sample
documents and more – all at your fingertips! You’ll find the following: The Small Business Legal
Toolkit When your business dreams go from idea to reality, you’re suddenly faced with laws and
regulations governing nearly every move you make. Learn how to stay in compliance and protect
your business from legal action. In this essential toolkit, you’ll get answers to the “how do I get
started?” questions every business owner faces along with a thorough understanding of the legal
and tax requirements of your business. Sample Business Letters 1000+ customizable business
letters covering each type of written business communication you’re likely to encounter as you
communicate with customers, suppliers, employees, and others. Plus a complete guide to business
communication that covers every question you may have about developing your own business
communication style. Sample Sales Letters The experts at Entrepreneur have compiled more than
1000 of the most effective sales letters covering introductions, prospecting, setting up appointments,
cover letters, proposal letters, the all-important follow-up letter and letters covering all aspects of
sales operations to help you make the sale, generate new customers and huge profits.
  business events planning: Event Planning Company Tim Roncevich, Steven Primm,
2009-01-03 Upstart Business Consulting Group (UBCG) creates comprehensive business plan kits for
a variety of businesses and industries. This particular kit focuses on starting an event planning
company. When you purchase one of our business plan kits, you will have access to the tools that will
allow you to be an entrepreneur. We only create business plan kits for businesses that can capitalize
on current trends and consumer demand. All businesses we cover require an initial start-up capital
investment of $1,000 to $10,000. Although the required start-up capital is relatively small, you will
have the potential for substantial cash flow and a high return on investment. The format of the
business plan kits are modeled after business plans that have been used in successful start-up
companies. These business plan kits are for those individuals who want a better work/life balance,
want the flexibility, pride, and fulfillment that comes with being an entrepreneur, and want to earn
extra income.
  business events planning: Event Planning Ethics and Etiquette Judy Allen, 2010-06-01 The
world of event planning can be alluring and dangerous at once-exotic locales, wining and dining, and
people traveling without their spouses. In such situations the line between business and pleasure
blurs and the nature of relationships gets cloudy. With a thoughtless act or a less-than-tactful word,
long-lasting business relationships can be ruined forever. Beyond that, budgets are on the chopping



block and competition for business is tight. In that environment, people often cut not just financial
corners, but the ethical ones, too. There's a fine line between innocent perks and inappropriate gifts
or kickbacks. Event planners today must navigate a minefield of potentially sticky situations that can
easily blow up in their face. Without a professional code, lines of acceptable behavior are easily
crossed. And what you do personally can hurt you professionally. Event Planning Ethics and
Etiquette provides event planners with the companion they need to stay out of trouble, keep
professional relationships healthy and profitable, avoid the riskier temptations of the lifestyle, and
win business in a highly competitive market using ethical business practices. Explains how to
establish policies and codes of behavior, in the office and onsite at events. Offers guidelines on when
it is acceptable to accept a gift, what is acceptable, and what is inappropriate. Shows how to prepare
yourself, as well as your staff, for what to expect, and how to handle the unexpected with business
finesse. Covers business etiquette in event planning crisis management situations. Helps you to
avoid putting yourself and your company at personal and professional risk. Features real-life
examples and situations, and advice on how to handle them with poise and professionalism. Includes
a list of Event Planning Do's and Don'ts. Event Planning Ethics and Etiquette will be of value to the
professional event planner; to event planning suppliers and clients working with industry
professionals; as well as to those in related fields, such as public relations, administrative
professionals, communications; and anyone in the hospitality, culinary, and travel industry.
  business events planning: Start & Run an Event-Planning Business Cindy Lemaire, Mardi
Foster-Walker, 2012-02-24 Make money planning events with style and impress your clients — from
weddings to meetings! Start & Run an Event Planning Business shows you how to start and run a
successful enterprise by planning events of all kinds — from weddings and private parties to
corporate events, meetings, conferences, and sporting events. This book will show you not only how
to organize events, but also how to run the business. Keeping track of all the many details involved
in putting on a successful event is easy when you have the checklists, schedules, tips, and advice of
experts. Written in the step-by-step style that has made the Start & Run series the best of its kind,
this indispensable guide will help you make any event — and event-planning business — a
resounding success.
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