
1

Section 2



2

Section Two Management : Topics 
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Chapter 7 Management models and the 
business case

• A model, processes, 
system or a Body of 
Knowledge

– Qualities of a good 
model

• The event management 
environment: 
Complexity and 
Uncertainty

Event

Change

Event concept
from business/

social  case

Event
Management

processes
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Chapter 7 Management models and the 
business case

• Complexity due 
to:

– Number of 
stakeholders

– Number of 
reciprocal 
dependencies

– Multi-
objectives

– Number of 
changes or 
modifications 
to both the 
product and 
the project

– Uncertainty of 
goals

– Uncertainty of 
methods

Process Complexity

Complexity of
process

Diversity of industry  :
exhibitions,

conventions, festivals

Work packages and
delegation to teams

and suppliers

Event coordination
rather than control

Stakeholder grouping
such as levels of

sponsorship

Containment of
complexity through

teams

Immaturity of industry :
Lack of terminology
No communication

standards

Volunteers ; leading to
rework and unrecognised

task relationships

Pulsating
organisation

Uncertainty in
product

Contributing factors Strategies for containment
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Chapter 7 Management models and the business 
case

• Dynamic System
– Dynamic – change on many levels
– Tightly coupled – changes in one area of 

the management will quickly affect other 
areas

– Governed by feedback – any action will 
have a result that will influence other similar 
actions

– Nonlinear – effect and cause are rarely 
proportional

– History dependent – actions are mostly 
irreversible

– Self-organising – semi-autonomous groups 
or teams 

– Adaptive – can quickly respond to changes 
to minimise their negative impact

– Counterintuitive – difficult to exactly predict
– Policy resistive – difficult to comprehend 

and therefore control using linear methods
– Characterised by trade-offs – the effects of 

a decision in one area of event 
management will be traded against the 
results in other areas
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Chapter 7 Management models and the business case

• Phases of event management and the event life cycle
– Idea – concept development

– Feasibility

– Planning

– Implementation

– Setup

– Event

– Shutdown

• Intangibility of outcomes
– ROI

– ROO

– ROE

Photo courtesy of Maxxam Events International
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Chapter 7 Management models and the business 
case

• The Business case
– The business case is the justification to proceed with an event 

from a business point of view.

• A template for a business case will include the 
headings:
– Date: Event:
– Purpose:
– Event Description
– Target Audience
– Company Participation & Staffing
– Required resources
– Costs
– Company benefits: Direct
– Company benefits: Indirect
– Action recommended
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Chapter 8 Setting up the management system

• Event project methodology

• Management framework during the feasibility/initiation 
phase

– Scoping

– Drafting
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Chapter 8 Setting up the 
management system

• Management framework as a 
spreadsheet

– Contents page

• Link to all spreadsheets

– The scope

• The objectives of the event as well as 
the major responsibilities and 
assumptions 

– The organisation structure

• Temporary organisation structure that 
is time based 
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Chapter 8 Setting up the 
management system

• Management framework as a 
spreadsheet

– The Stakeholder List

• identification, engagement, 
requirement analysis, planning, 
implementation, control and evaluation 

– Work Breakdown Structure

• a process of decomposition whereby a 
complex project is broken up into 
smaller units of work that can be easily 
managed 

– The Schedule: Milestones

• dates that mark the conclusion of an 
important task 

• Deliverables

• Each milestone and its deliverable is a 
mini project 



11

Chapter 8 Setting up the management system

• Management framework as a spreadsheet

– The Resources
• outsource /inhouse and make/buy/hire decisions 

– The budget

– The programme

– The risk register

– The site map

– The event checklist

Photo courtesy of Peter Kagwa, Eventswarehouse, Uganda
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Chapter 8 Setting up the 
management system

• The developing event: a maturity model

• How events start and their pathway to growth

– Informal

– Formal

– Accountable

– Adaptable and improvable
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Chapter 9 Event management processes

• From domains to a process model
– 1. Domain

– 2. Phase

– 3. Processes that are employed

– A process is series of step by step tasks or activities repeated in the 
management of an event

– Process groups

• Scope: the integration and control of all the work flows

• Stakeholders including sponsorship management

• Design

• Marketing

• Finance

• Time

• Risk

• Communication

• Procurement

• Human Resources
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Chapter 9 Event management processes

• Process 
groups

– Scope: the 
integration 
and control 
of all the 
work flows

Scope Management
Process

Scope definition

Feasibility
Event impact
assessment

Stakeholder
requirements

and
expectations

Event

Evaluation of scope

Work Breakdown
Structure

Task analysis Integration plan

Time
mangement

All other
management

proceses
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Chapter 9 Event management processes

• Process groups

– Stakeholders 
including 
sponsorship 
management
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Chapter 9 Event 
management processes

• Process groups

– Design

• Event site

• Programme

– Marketing

• Marketing mix

• Promotion

Design Process

Design Scope

Site choice

Identify staging
elements

Stakeholder
requirements and

expectations

Event
Evaluation of event design

Site layout

Product definition

Output

Output

Creative techniques:
Brainstorming
Mind mapping
Storyboarding
Attribute analysis
Morphological box.
Triz

Event
programme

Site plan (map) Staging plan

Marketing

Output
Procurement
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Chapter 9 Event management processes

• Process groups

– Finance

• Budget

• Pricing

• Cost

• Cash flow

• Pricing event

management services
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Chapter 10 Event management processes – section two

• Time 
management 
process

• Event 
Date

• Deadline 
Manage
ment

Establish deadline

Establish
milestones

Stakeholder
requirements and

expectations

Event

Evaluation of schedule

Fill-in schedule

Establish
contingencies

Reporting  and
monitoring

Event Progamme

Marketing

Scope

Procurement

Risk

Design

Time  Management
Process

Production Schedule
Run sheets
Cue sheets Critical task

analysis

Turn around
time

Lead time
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The deadline

• The immoveable deadline is one of 
the defining characteristic of most 
events

• Every decision and change must 
take into account the effect on the 
deadline

• The deadline analysis flowchart is a 
universal process in the event 
management model

Change

Possible
influence

Assessment tools
- Sensitivity analysis
- Expert opinion
- System analysis
- Comparison to tolerances
- identify crucial tasks (CPA)

Direct
Indirect -

Secondary

Immediate action Assess risk

Identify and use
contingency

Cancel secondary
products

Increase
resources and

funding

yes

No

Influence
deadline?

No

yes

Stakeholder

Risk

Marketing

Finance

Design

Scope

Cancel Event

Deadline Analysis
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Chapter 10 Event management processes – section 
two

• Risk Management 
Process

• Operational Risk and 
Upstream Design

Risk Management
Process

Risk context: political,
social, legal  and

economic environment

Client or sponsors
requirements and

expectations

Identification

Event

Evaluation of risk
management

Risk Register

Scope

Critical tasks

Event Design

Marketing
(Target Market)

Analysis

Mitigation action :
Hierarchy of controls

Communication of risks and
solutions

Risks unique to events

Tools:
Cause to effect

Scenarios/Table top
exercises

Consultation

© W.J.O'Toole,  www.epms.net

Queen’s Baton Relay 2010, Namibia, 
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Chapter 10 Event management processes – section 
two

• Communication process
• External Communication –

Promotion

• Internal Staff
– Documentation/Office

– Administration Manual

– IT system

– Internal Volunteers

– Meetings, briefings

• Internal – during event :
– Onsite Communication 

systems

– Operation manual

• External – stakeholders:
– Progress Reporting such 

as legal requirements 

– Promoting (audience)

– Development (sponsors)
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Chapter 10 Event management processes – section 
two

• Procurement Process
• Contract management

• Human Resources Process
• HR and Delegation
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Chapter 11 Event metrics 
and checklists

• Metrics

– Exposure Profile

• Return on Investment

– (Income − Cost)/Cost

– Compare investments – a 
commensurable variable 

– Return on Objectives (ROO)

– The general process of ROI 
analysis is: 

• Establish the client of the ROI

• Establish objective of the client

• Create a system for correctly costing the 
event

• Analyse the elements of the event that 
directly contribute to the income

• Analysis of the elements that indirectly 
contribute to the income

• Develop a measure for the intangible 
aspects 

• Establish the time frame of the incoming

• Analyse the efficiency of the elements of the 
event to deliver the incoming


