Thke away practicalskilsthatyoucanapply to yourevents
straight away!

ForSpecial Eve nts

Develop a setofchecklistsforimmediate application to youre vents

3 —6 July 2011 ® Dusit Thani Hotel, Dubai, UAE
20 —23 November2011 ® Venue TBC, Dubai UAE
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Objectives Who Should

Understand the science of project Atte nd ?

managementand how to applyitto an

event * Comorate and hdependent Event

Planners

Setobjectivesand measure successof Event Producers

yourevent PRand Communications Managers

Brand Managers

Create aneventmanagement manualfor Sales and Marketing Managers

yournext event

Project Managers

Exhibition Org anisers

Manage and improvelar i Festivaland Public Eve nt Organisers

finance, sponsorship and costcontrol
Fundraising Managers

Sponsorship Managers

T urism Autho ritie s

Undertake a contract management

apprmach
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Project Management For Special Events

3 -6 July 2011 ¢ Dusit Thani Hotel, Dubai, UAE
20 - 23 November 2011 » Venue TBC, Dubai, UAE

SUMMER SERIES

Dubaiin summertums from a crowded metropolisto a quiet and serene getaway. Use yourtime in this luxurio us
holiday destination to de-stress, visiting wonrd class re staurants and sp

0 11} [ sumim lllll.. gam N34 Ong awaled dINiy time

aswhich offerhuge disc ountsto visitors
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Course Timings Registration willbe at 07:30 on the fist day. Each day wilcommence at 08:00 and conclude at 14:30. There
willbe refreshmentbreaksatapproximately 10:30 and 12:30 and lunch willbe served atthe end ofeach day’s session.

-
Course Introduc tion

Project Management ForSpecial Eventscatersto the dynamic
Middle East events managementindustry. The importance of
effective and efficient event execution is highlighted as the
course isapplcable to a wide range ofoccasionsincluding
conferences, productlaunches, cormporate hospitaliy, sporting
occasions, shopping festivals, exhibitionsand much more; and
mo st importantly, t maintains a strong focuson the chalenges
thatare imporntantto you.

You willtake away key documentsthatcanbe used
immediately foryournext event. They can also become a
template foryourpmwject managementsystem thatcan
be adapted to alleventsand form the basisofan event
managementreporting system.

Overthe fist two days, at Practical Special Event Preparation,
you wildevelop the essentialtoolsto practically and
mnovatively manage specialevents. The second partofthe
course, Financing, Management And Follow-Through, wil have
youtake anin-depthlookatwhatittakesto execute a fantastic
specialevent! By attending the course you wilgain a complete,
holistic understanding of Project Management ForSpecial
Events!

Whatls Project Management?

Projectmanagementisa collection oftoolsand tec hniques to
enable the creationofan assetovera period of time. I is the
processnecessary to go from the idea ofa productorassetto its
creation. n particularit concemsthe managementoftime, cost
and quality.

How Widely Is it Used By Special Eve nt Profe ssionals?

Whatmay surprise you is the numberofintemalcompany event
professionalsthere are. Fom SaudiAramco to Dubai® unism,
there are event professionals working to profile theircompany
and increase its Return On lhve stment (RO)). Companies and
organisationsamund the word are recognising the huge value
ofevents. Theirinternalevent managersare underpressure to
accountforthermanagementand find a way to capture their
knowledge.

In the commercialwond, a numberofevent professionals

are adopting thisapproach forvarousreasons—one being
compliance with othercompaniesand government standads.
However allevent professionalshave to manage the finances,
schedule and the product, so they are allusing aspectsof
projectmanagement whetherthey recognise tornot.

How Will Eve nt Planne s’ Work Be Diffe re nt?

Mostpeople say that project management techniqueshave
made theirwork so much more efficient. The Sydney Olympic s
was brlliantly organised. They used project management—and
sold the management system and data to the Greeks for $4
million. A medium-size corporation forexample, mplemented
a project management system fortheirevents. Theircomments
included how theirclientsrespected theirwork more when
they were able to communicate using project management
terminology. Thisisanotheradvantage,aspmwject management
provideseventmanagers with a language to descrbe what
they are doing. Mostcompaniesare already using project
managementin theiroperationsand are familiarwith the
terminology.

How Does Project Management Come Into Play In A Cusis?
People often thinkthey are creative when they are constantly
putting out little brush fire s. True creativity iscreating a calm
envionment where youcan make optimaldecisionsand
develop solutionsthat will work. Poject management'swle

in thisisto create that envimnment. fallthe riskshave been
thought about and dealt with, then the new risks oro ppo rtunitie s
canbe focused on and solved —to the benefit ofthe event.

Course Style

The course wiluse a numberofmethodsto ensure effective
leaming including large and smallgroup disc ussions,
lectures and highly current c ase studies from around the
word. As the focusofthe course is on skills, there wilbe a
significant amountofpractice and developing the next
event.

Course Bene fits

You willtake away with you fles and documents from

the course thatcan be used immediately foryournext
event. They can also become a template foryourproject
management system thatcanbe adapted to allevents
and form the basisofan event management reporting
system.

*ay ne

Practical Special Event Preparation

Event Project Management

e Understand the science of project managementand how
itcan be successfully applied to events

*Complete an event feasibility study ora businesscase for
anevent

e Undertake a comprehensive stakeholderanalysis
and use thisasthe basisofa reporting plan and a risk
managementplan

®* Determine the scope ofan eventand manage the
mtegration ofthe event elements to keep within the
scope

* Establish a realistic description ofthe workneeded to
create and controlthe event

e Undertake taskanalysisand create an optimalsc hedule
by crtic al path analysis

Outcomes

* Work bre akd o wn struc ture
e Ganttchart

* Stakeholderanalysistable

Project Management And The Management Syste m

* Eve nt fe a sib ility

* Eventconceptsand creativity

e Stakeholderanalysis —includesinternaland external
¢ ommunic ations

*Scope

* Work bre akdown struc ture

* Event sc heduling

& 971-4-3352437 [ 971-4-3352438
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Contracts And Re porting

*Create a document system foran e vent using
spreadsheets

* Understand how to create a supplierlist, compare
supplersand perfectcleardecision making

e Undertake a contract managementapprach to
eventmanagementand understand the basic event
managementterminology used in eventcontracts

e Understand the wle ofthe projectstatusreport and
create efficient workin progressreports

* Id e ntify the logistic requirementsofan event and establish
a lo gistic s system, whic h isintegrated into the project
management system

*Create a risk management system using the ISO 31000 for
events

Outcomes

e Eventdocumenttemplates
*Workin progresstemplate

* Event manual

Overview

* Pocurementand contracts - suppliersourcing and
negotiation

* Workin progressreports

* [pgistics

® The event manual

Bay lmre e

Financing Management And Follow Through

Event Finance

e Understand and use the event Return On Inve stment (ROD

* Understand how to source finance including sponsorship
and ticketsales

*Create a dynamic budget, use commitment accounting
and source extra finance

* Id e ntify the financialrisk

* Employ estimating tec hniques and use ratios—event
me tric s

e Undertake costcontioland costreduc tion

* Franc hising — protecting and selling the idea

Outcomes
e Eventbudget
* Key event me tric s

Overview

* Event Return On Inve stment (ROD
* Event finance

e Costcontrol

® The budget

ay Four

Staging And Shutdown

* Understand and manage the elementsofstaging

* ldentify and manipulate the elements of site selection and
site de sign

*Create a site map

*Create a shutdown plan

®* On site risk and crowds

® Establish a ¢ he cKlist system forthe creation, mprovement
and archiving ofthe event c he c Klists

Outcomes

e Site map

* A series of ¢ hecklists forsite selec tion, site design,
shutdown

Best Practice In Staging Events In The Gulf

* Nationalevent strategiesofeach ofthe countries and
how you fit n

* A survey ofthe best events- what makesthem
outstanding?

* Forec asting the trends- where are the opportunitie s?

*New ideasin programming - they are worth a fortune but
where do they come from?

Overwiew

* Staging

* Site selection

* Project shutdown and evaluation
® Che c klists

”
Meet Your Expert Course Ieader

William (Bill) John O’Toole, CFEE

BSc, MEng. Managerof EPMS Pty Itd.
Founding Directorof Event Management
Body of Knowledge (EMBOK)

Advisorto the International Event
Management Competency Standard

Overthe lastseven years, Bllhasworked asa consultant
on the developmentofevents and festival strategies
forthe Kingdom ofSaudiArabia, the Furopean

Union, Dubai®urism Commerce and Marke ting and

the Aqgaba Development Authorty. He has trained
event staff forthe UN in Entebbe and Khartoum and
developed the nationalevent forumsin Uganda and
Kenya. He wasthe keynote speakerforthe International
Festivaland Events Association conference in 2010 in
the USA. Forthe last fouryearshe wasa judge ofevent
awardsforexcellence in UAEand the USA.

Bilhasbeen creating and organising events formore
than 25 years. He isa sought-afterpresenterand
teacherin event managementin France, Australia, New
Ze aland, South Afric a, Thiwan, UK USA, Malaysia and
the Middle East. He isan event management c onsultant
to public and private organisations forevents, inc luding
nume o us tourism and regionalauthorities on theirevent
support mechanisms.

He hasco-authored two internationaltextson event
management, Festivaland Special Event Management
and Corporate Event Project Management. The se
textbooksare used forcourses around the wodd

and have been translated into Chinese, Korean and
Portuguese. Hsadaptation of project management

to event and festivalmanagementaspublished on his
CD-Rom, EPMSNETL is used foreventsin USA, Europe and
China.

Bill' s ne w te xtb o ok Fve nts Fe asibility and Deve lopme nt
wasreleased in 2011. Billisnot only versed in theory but
cumently organises concerts, festivals and otherevents
amund Australia and throughout Asia.

Would You Like To
Run This Course
In-House?

customised training solutions
Customised Training Solutions is the in-house training division of IIR Middle East.
Our Customised Training Selutions team are veterans of in-house fraining with o
portfolio of specialists unrivalled anywhere in the Middle Eostl To design your

training projects with significant business impacl, please contact Leigh Kendall on:
+971-4-335 2439 or email our team at cls@iirme.com

www.iirme.com/cts
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Project Management For Special Eve nts
3 — 6 July 2011 ¢ Dusit Thani Hotel, Dubai, UAE
20 - 23 November2011 ¢ Venue 1BC, Dubai, UAE

FIVEWAYS TO REGISTER

T 971-4-3352437 D} IRHoldings Itd.
PO Box 21743
Dubai, UAE
971-4-3352438
= GCYIR Holdings Itd.
PO Box 13977
nregister@iirme.com Muhamaq

Kingdom ofBahrain

0 www.iirme.com/eventmgt

DISCOUNTS AVAIIABIE

FOR 2 ORMORE PEO PIE

CAIL-971-4-3352483
EMAIL-a.watts@irme.com

BC3936/BC4005
Course fee before Final Course
Event Dates
en ates 22 May 2011 Fee
[c't IS
J Project Management For
3 -6 Ji 2011 US$ 4,195 US$ 4,495 t t
Special Events (BC3936) uly ’ ’
Intereste d in running this course in-house?
Please callthe Customised Training Solutions Bam
Event Dates Course fee before Final Course on 971-4-3352439 or CTS@irme .com
: 2 October2011 Fee
Allregistrations are subjectto ourterms and conditions which
[ Project Management For are available at www.iirme.com/terms. Please read them as
Sp(:cialEve mﬁ (BC4005) 20 —23 November2011 US$ 4,195 US$ 4,495 they include important information. By submitting your
registration you agree to be bound by the terms and
conditions in full.

Course feesinclude documentation, lunc heon and re fre shme nts. Delegate s who attend all se ssions willrecewe a Cernificate of Attendance.
Payments
DEIEGATE DEIALLS

A confimation letterand invoice willbe sentuponreceiptofyour
registration. Please note that fullpayment mustbe received prior

Name: to the event. Only those delegates whose feeshave been paid

Job Title : Email in fullwilbe admitted to the event. Youcanpaybycompany
chequesorbankersdraftin Dithams orUS$. Please note thatall

L s FaxX: oo Mobile: ..... . . e —— US$ chequesand draftsshould be drawn on a New Yorkbank

and an extra amountof US$ 6 perpaymentshould be added
to coverbankclearing charges. nh any event paymentmustbe
Name: . . e . . received notlaterthan 48 hoursbefore the Event. Entry to the
Event may be refused if paymentin fullisnotreceived.

JOb e & oo Email oo

Creditcard payment
Tl Fax: Mobile: QO Fyou would like to pay by creditcard, please tickhere and a
memberofourteam willcontactyou to take the details

Name: .

Job Title : Email:

¥youare unable to attend, a substitute delegate willbe
RL o Fax: oo Mobie: ..... et welcome in yourplace. Registrationscancelled more than 7 days
before the Event are subjectto a $200 administration charge.

NY DEL Registration feesforregistrationscancelled 7daysorlessbefore
COMEA D ILS the Event must be paid in full. Substitutions are welcome atany

time .
Company:
AAGUATE S5 oevvoreeeseeeesse et esse sk S R e e Avoid Visa Delays - Book Now
Postcode: - County: ... Delegatesrequiring visasshould contactthe hotelthey wish to
stay atdirectly, assoon aspossble.
Rl Fax:

Visas fornon-GCC nationalsmay take severalweeksto process.

No.ofemployeeson yoursite:
1000+ 0  500-999 O 250-4990 50-2490 0490 O YES, Iwould like to receive information about future events
& sewicesvia e-mail........

Allregistrations are subjectto acceptance by IRwhich wilbe
confimed to you in writing .

Nature of yourcompany's busine ss:

Due to unforeseen ¢ ircumstances, the programme may change and IR reserves the right to alter
the venue and/orspeakers.

T assist us with future comespondence, please supply the following details:

Dusit Thani Hotel, Dubai, UAE
Tl 971-4-3433333

Name ofthe Department Head:

Department: .. . ... Mobile:

Accommodation Details

We highly recommend you secure yourrom reservation at the
earliest to avoid last minute inconvenience. Youcan contact
the IR Ho spitality De sk forassistance on:

Tl +971-4-4072693

Fax: +971-4-4072517

Booking Contact: Email: ho spita lity@iirme .c om

Department: .. e Mobile: e Emalil ... . © Copyright IR HOIDNGSBV.  AF/ ST|1S271103 y

Taining Manager

Department: .. v MoOble: oo Email ...




