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         Visit our How To website at www.howto.co.uk
         
  
         At www.howto.co.uk you can engage in conversation with our authors – all of whom have ‘been there and done that’ in their specialist fields. You can get access to special offers and additional content but most importantly you will be able to engage with, and become a part of, a wide and growing community of people just like yourself.
         
  
         At www.howto.co.uk you’ll be able to talk and share tips with people who have similar interests and are facing similar challenges in their lives. People who, just like you, have the desire to change their lives for the better – be it through moving to a new country, starting a new business, growing their own vegetables, or writing a novel.
         
  
         At www.howto.co.uk you’ll find the support and encouragement you need to help make your aspirations a reality.
         

      

      
    

  
    
      
         
             

         
 
         How To Books strives to present authentic, inspiring, practical information in their books. Now, when you buy a title from How To Books, you get even more than just words on a page.
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            My tireless supporter. My inspiration. My father.
For Jeff Clogg
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            Preface

         
   
         This step-by-step quide has been created solely to take you through the process on how to organise a successful event, focusing on three distinct phases: Pre-production (the aspects that need to be considered during the run up to the event); Production (what needs to take place on site during the event itself ); and Post production (the tasks you need to finalise after the event has taken place). Chapters 1–4 cover the pre-production stages, Chapter 5 covers production and Chapter 6 covers post production.
         

         I have not included any advice on setting up an event company, or the various legal requirements associated with running a corporate events business, nor have I provided comprehensive details on the various insurances and bureaucracy which have to be considered, or the procedure for issuing invoices and making/receiving various payments when working in this field.

         I have, however, concentrated on providing guidance for those people who wish to organise events within the UK; working overseas (although sharing some of the same processes) is a different ball game altogether.

         As this book has been written for a multitude of people who, in one way or another, are in the position to organise events, I have assumed that, whatever their circumstance, the persons in question are quite simply ‘good to go’. If you would like any advice on the legalities pertaining to this industry or further clarification/assistance on any subject touched upon in this book, I have listed some addresses at the back of this publication (‘Helpful Contact Details’) which you may find useful.

         For the purpose of demonstrating the various processes, I have assumed that the person reading this book wishes to become a proficient event organiser and works in the capacity of organising events on behalf of his/her employers/company or has an end client. For either scenario, I have assumed that someone, whether this be a boss, colleague or client provides the original event brief, the ‘brief provider’.
         

      

      
    

  
    
      
         
         
 
         
            Introduction

         
 
         Having stumbled into event organising purely by accident, it never ceases to amaze me that, two decades on, I am still passionate about the job that I do.
 
         I have organised hundreds of corporate events, with the majority of these having gone totally to plan but there have been a few (no matter how much precise planning applied) that simply took a very different course. So, the skill of a good event organiser isn’t just about how to manage an event when it is going fantastically well, but it’s also about how to cope when things don’t go exactly to schedule. This book is my personal take on how best to organise an event and I will share with you how, with forethought and processes in place, it is my belief that even the most potentially disastrous situation can be turned into a true feat of perfection.
 
         My motto is ‘that will do, will NEVER do’ and if you empathise with this sentiment then you are going to love this book. It will become your reference manual and trusted companion. However, for those of you who are not so great on attention to detail, let me allay your fears as this book will provide you with a tick list on how you can also achieve fantastic, consistent results with the least amount of fuss, stress and worry. As with my job, I am also passionate about sharing my experience with you and, at the end of this book, I hope that you will also feel passionate about your role as a proficient event organiser.
 
         All emotions aside, when it comes to organising and managing events, although the job role sounds very exotic and exciting, really it is just damned hard work! Nevertheless, when you get it right (although there may be some tears along the way and most definitely some sore feet) the rewards are undeniably worth all the effort. I feel that it is one of only a handful of professions which allows you to see the job through from beginning to end and it is a role that I think I will still be doing for many years to come. It’s in my blood.
         
 
         Although it may or may not be in your blood, as budgets get tighter, more and more people are asked to organise events as part of their normal job specification. This book isn’t just aimed at people who have to organise events on this basis. (You may already be a trainee in the industry or be an old hand but want a refresher. Or you may be a student or an individual seeking a career change and would like a head start.) Whatever the circumstance, this book is for people who have to or want to perform and deliver with excellence but do not have the benefit of 24 years’ event organisation knowledge to do so. Now, help is at hand – you can draw upon my many years of experience, quite literally at the turn of this page.
 
         One thing that remains constant throughout, regardless, is the process that it takes in order to achieve the perfect event. This comprehensive guide will take you through a step-by-step process of event organising and, when the time comes, it will show you how to manage the event proficiently by utilising a very helpful tool, which I affectionately refer to as my ‘event bible’. The end result being: happy guests or happy clients or perhaps a happy colleague or boss, but most importantly, happy you and by the time you have completed this book you will also fully appreciate why Happiness is truly a Ticked-Off List!
 
         Karen Lindsey
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