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Paper-based system of the near distant memory of the early 2000’s. Today, advances in 
technology have led to sweeping improvements in the events planning and management field. 
These improvements have streamlined and consolidated our meeting systems, making it easier 
for event planners to get their jobs done. This age in which we live is one of innovation through 
automation in all business fields, but most relevantly to this post, we consider meeting planning 
and management automation. 
There are many of modern techniques that will have a significant effect on the event planning 
and management industry. The modern techniques include RFID (Radio frequency identification) 
the wave of the future, Multi-Use Apps, Wearable Technology, Virtual Reality (VR) and Social 
Media, etc.  
The purpose of implementing Modern Techniques is to make our life, and the life of those whom 
we plan events for, as easy as possible. 
 
 

 
 
This five days course is designed to serve as guide for using modern techniques to achieve 
maximum utilization of Event Planning and Management, with each day working as a building 
block. This course tries to explain every aspect of event trade and the techniques of event 
planning and management, which make an event successful. This course will cover the modern 
techniques in detail and has ignored old management rules as well as theories.  
For a participant of marketing, public relations, event management and advertising this will serve 
as a guide for the topics related to event planning and management.  
Communication Professionals as well as Event Planning Experts and Media Managers will benefit 
out of this course. Event planning and management is an art and individuals having strong 
backing of arts, glamour and communication could be more successful in the stream. 
 
 

 
 Marketing managers 

 Public relation managers 

 Event management and advertising staff and managers 

 Communication Professionals 

 Event Planning Experts  

 Media Managers  

Introduction 
 

Objectives 

Who Should Attend? 
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Day One 
Course Introduction 

 What you need to create a great event series 

 Elements of a successful event series  

 Ways to generate revenue from your events 

 How to price your events: free vs paid vs discounts 
 
Event marketing 

 Top strategies to promote events  

 New - how to find good event websites for promotion 

 Repurposing your event content and doing content marketing with it 

 How to get publicity and media coverage for your events  

 NEW! Additional tips to get publicity from events  

 Pre-event social media & email buildup checklist (also how to grow email list)  

 During event social media marketing and spreading the sharing  

 Post-event social media marketing 
 

Day Two 
Event Initiation   

 Getting staff for your event as part of your event management  

 Considering insurance and liability protection for your events  

 Getting an event venue as part of your event management and event planning 

 Prizes and raffles  

 Event management checklist. 
 
Extra promotion ideas 

 NEW! How to help your website's SEO and link-building with events  

 NEW! advanced Twitter marketing strategy to drive sales and branding 
 

Day Three 
Event planning 

 What you can accomplish with events  

 One-time event vs. event series 

 If event series, how often should it be? 

 Should you have speakers or guests, or should it be just you? 

 Planning for event quality 

 Planning for financial sustainability of the event series 

Course Outlines 
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Promoting your events with Facebook and getting extra reach 

 Getting extra sharing and engagement with Facebook events 

 Example of how event listings get promoted 

 Example of how to set up the event on Facebook 
 

Day Four 
Event Management 

 delivering your events 

 Delivery phases of an event 

 Recruiting your event day team 

 Managing your event suppliers 

 Event operational plans / function sheets 

 Event joining instructions 

 Event public information area and registration 

 Event risk assessments - introduction 

 How to write an Event Risk Assessment 

 Monitoring event day safety 
 
Extra modern Techniques and Technology 

 RFID (Radio frequency identification) the wave of the future, 

 Multi-Use Apps,  

 Wearable Technology,  

 Virtual Reality (VR) 
 

Day Five 
Sustainable Event Management 

 What Is Sustainable Event Management? 

 Creating an Event Sustainability Policy 

 Real Time Monitoring 

 Contingency Plan 

 Measuring Success and Process Review 

 Continual Improvement and Knowledge Transfer. 
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 Pre-assessment 

 Live group instruction 

 Use of real-world examples, case studies and exercises 

 Interactive participation and discussion 

 Power point presentation, LCD and flip chart 

 Group activities and tests 

 slides and handouts 

 Post-assessment 
 
 

 
 
This program is supported by interactive discussions, role-play, case studies and highlight the 
techniques available to the participants.  
 
 

 
The course agenda will be as follows: 

• Technical Session                08.30-10.00 am 
• Coffee Break                        10.00-10.15 am 
• Technical Session                10.15-12.15 noon 
• Coffee Break                        12.15-12.45 pm 
• Technical Session                12.45-02.30 pm 
• Course Ends                02.30 pm  

  

 

 
• 2,950USD 

*VAT is Excluded If Applicable 

 
 
 
 

  

Training Method 

Program Support 

Schedule 

Course Fees* 
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ي التكنولوجيا إلى 2000ان النظام القائم على الورق للذاكرة القريبة كان من أوائل عام 
 
. اليوم ، أدى التقدم ف

ي ملات تيطيو وادارة ادادا . و د أد  هذا التحسيننا  إلى تطسييو وتوايد أ ظ ة 
 
تحسيننا  واعي ة ف

ييييي الذو   د   ي  هو أاد  الاجت اعا  لدينا ، م ا يسييييييمل على ميطدي ادادا  إ لاه مماممم. هذا ال  ي

 صيييييييييييييييلة بمذا ال تيييييييييييييييار ة ، و حن   تث  
ي ج يع ملالا  ادع ات ، ولكن ادكثر

 
الابتكارا  من خلات ادت تة ف

 التيطيو دت تة التيطيو والإدارة. 

 

ي عيكون لما 
تأثثر  بثر على صناعة تيطيو وادارة ادادا . وتت ل  هناك ال ديد من التقنيا  الحديثة الت 

)تحييييديييييد تردد الراديول موجيييية ال سييييييييييييييييتقبييييل، وتطبيقييييا  الاعييييييييييييييييتيييييدام ال ت ييييدد،  RFIDالتقنيييييا  الحييييديثيييية 

ي )
اض   ل ووعائل الإعلام الاجت اعية، وما إلى ذلك. VRوالتكنولوجيا القابلة للارتداء، والوا ع الا ث 

 

  الحديثة هو ج ل اياتنا ، واياة أولئك الذين  يطو للأادا  من أجلمم إن الغرض من تطبيق التقنيا

 أعمل ما ي كن. 

 

 

 
 

تم تصيييييييييييييييي يم هذا الدورة التدري ية لتكون ب ثابة دليل لاعييييييييييييييييتيدام التقنيا  الحديثة لتحقيق الاعييييييييييييييييت ادة 

م كل جا   من القصييييييييييوى من تيطيو وادارة ادادا ، ايي ي  ل كل يوم  بناء. يحاوت هذا  ال سيييييييييياق ب 

ا. عييييييييييييييييتغدي هييذا 
جوا يي  تلييارة الحييد  وتقنيييا  التيطيو للأاييدا  وادارتمييا، م ييا يل ييل الحييد   يياجحيي 

 الدورة التقنيا  الحديثة بالت صيل وتلاهل  واعد الإدارة القدي ة بالإضا ة إلى النظريا . 

 

ي الدسيييييييييييييييي يق وال لا ا  ال امة وادارة ادادا  والإع 
 
لان، عيييييييييييييييييكون هذا ب ثابة دليل بالنسييييييييييييييييبة ل تييييييييييييييييارك ف

 لل وضوعا  ال ت لقة بتيطيو الحد  وادارت . 

 

اء تيطيو ادادا  ومديرو وعييييائل الإعلام من هذا الدورة.  ي الاتصييييات بالإضييييا ة إلى خث 
 
ف عييييدسييييت يد محث 

يق والتواصييل أن  تيطيو الحد  وادارت  هو  ن، وي كن للأ راد الذين يت ت ون بدعم  وو من ال نون والث 

ي الدورة. ي
 
ا ف  كو وا أكثر  لاا 

 مقدمة

 الاهداف
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 مديرو الدس يق •

 مدراء ال لا ا  ال امة •

ي الإعلان وال ديرين •
 إدارة ادادا  وموظف 

ي الاتصالا   •
 
ف  محث 

اء تيطيو ادادا  •  خث 

 مديرو وعائل الإعلام •

 الحضور
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