e C&E Publishing, Inc.

A GUIDE TO MEETINGS, INCENTIVES, CONVENTIONS, EXHIBITIONS AND EVENTS

EVENT MANAGEMENT




PROFESSIONAL

A GUIDE TO MEETINGS, INCENTIVES, CONVENTIONS, EXHIBITIONS AND EVENTS

EVENT MANAGEMENT

Meetings e Incentives ¢ Conventions  Events

Cynthia Reantaso-Bernabe
Tinette S. Capistrano
Anton V. Magpantay

Maria Montserrat Iturralde-Hamlin
Jose Luis U. Yulo, Jr.
Dexter R. Deyto
Jing S. Lagandaon
Orlando A. Ballesteros
Joel B. Pascual
Thelma Dumpit-Murillo
Adelia Faner-Majaba
Sonia R. Sayaman
Marisa D. Nallana

€

C & E Publishing, Inc.
2019



Professional uide to Meetings,

Incentives, 4 NS ions and Events
Publishedin % E Publishing, Inc.
839 uezon City

2019'by C & E Publishing, Inc.,
ine M.I.C.E. Academy

ALL RIGHTS RESERVED. No part of this publication may be

reproduced, stored in a retrieval system, or transmitted in any form
or by any means—electronic, mechanical, photocopying, recording,
or otherwise—without the prior written permission of the publisher.

Cataloguing-in-Publication Data

GT Philippine M.I.C.E. Academy.

3;‘?35 Professional event management: a guide to meetings,
S incentives, conventions, exhibitions and events/Philippine M.L.C.E.

2019 Academy—Quezon City: C & E Publishing, Inc., ©2019.

xiii, 190 p. :ill. ; cm.
Includes bibliography and index.
ISBN: 978-971-98-1183-1

1. Special events—Management—Problems,

etc. | Title.

exercises,

Editor: Gwenn Jessica B. Galvez

Book Design: Lynzel S. Naguit and Francis A. Casupanan

Cover Design: ArtisteSpace, Inc.
Creative Design: ArtisteSpace, Inc.



TABLE OF CONTENTS

Foreword. .
Preface. . .

Chapter 1:

Chapter 2:

Chapter 3:

Overview of Event Management

By Jose Luis U. Yulo, Jr. and MarisaD. Nallana . . . .. ... .......... 1
[R50 (e 15] s b S ka2 i i o R S 2
Defining MICE L AP R S 3
MICEVenues and: EVents i s & s wiiu v e e raite e e e 5
The MICE Industry as InvestmentDriver . . . . . . .. ... ... ... .v.uu... 9
The Event Management Body of Knowledge (EMBOK) . . . . . . ... ........ 11
ENdiOf Chapter AsS eSS ION R x oo ois o oote e e e S DT S R 12
Strategic Planning

By Maria Montserrat Iturralde-Hamlin . . . . . . ... ............. 14
Introduction. . . . & .l L L o .. SRSEISHEGRN NN | SOeE 15
Expectation Setting: Understanding Clients'Needs . . . . . . . ... ......... 16
Setting EVentiGoals ana @ b]eCtiVes et B e e o e A 16
Determining Event Eeasibility H . e A S P 17
Developing Concepts: A Quick Template for Event Planning . . . . . . ... .. ... 19
Determining Time) Lines . . o e N e R A 25
BN ancial GoalS e e B L S 27
Preparing Your Checklist L L o e o O O 27
Developing a Sustainability Plan i e i et e B 29
End of Chapter/Assessment: . 3. . . s it ae et (ARG DRt S r Se ST S 30
Designing the Event Experience

By Anton V. Magpantay, Sonia R. Sayaman, and Cynthia R. Bernabe . . . . . . . 32
R (oo (Voo s e A ol o e o o ' s e & o ¢ 33
TheMICE Experience: . .. < i . v o S osan o niy v aieRs 1 Lot P s 34
TREIVENUE: ©| ot v iaine o il solloy s nearfo moyas fabm e er s, o e RN W SR 39
Technical Requirements and Production . . . . . . . S280Uoses npni | i 47
BV et RO G A B e e e A S RS R R G 50
Selecting Speakers: - . v R A e A S 51
Rrotocoliand Ceramonies & . o o e e o T R SN 57
oTe 15 i Pbbin e il adaiin Al et idwiemininsidine b s g 6 B b MR 6 d 58
Travel AT andement sy . ol e e e e L N 59
33} 1] HRRRP AR A AN ARl R e bt abntb bt Aol e oo i 0 e e 60
O] 0 S s e M A et r it e e st G o ot ol ol 60



Chapter 4:

Chapter 5:

Chapter 6:

Chapter 7:

Budgets and Contracts j

By Joel B. Pascual, Cynthia R. Bernabe, and Anton V. Magpantay. . . . . . . - - 63
T [ o R e R e T B P i e BT A SR 64
BUdgets Ml s e ) L e b e e R e RN s e e e ) P 64
RV ENUES OR[N OO et et et Rl R Lo ot et el o et /0o b el oMis e e R 64
D e o ot v 8 s STl I SR ) Vi RO 3 R 1 67
Net Income and Break-evenPoint . . . . . o v ¢« o v o v v 00 v o000 n e s oo 74
T 5 o o Bt D B O S G e O i e DA R A R ORI DO 2 OA s & 75
(CEETETS 06 o 6 00 o D Ok i G O 5 A AR SN PNOO aT o G 78
flypesiofiContracts s T s e e e e e o R 79
Key Components of an Event Management Contract . . . . . . . . . . .« oo v - 80
ENdIoT Chaptern/ASSeSSMONT . ilsn S ¥ s v oot A M LAt oSt oW e B lratt ke 91
Event Marketing

By Orlando A. Ballesteros, Thelma D. Murillo, and Tinette S. Capistrano . . . . . 95
IO cl Ut O R e e e 8 E s R R R LR oo 96
How to Sell Your Event and Make It Profitable . . . . . . . . ... ... ........ 96
On DigitaliMarkKeting s s - o o -t i s sne el eieeasets Al A A BT = o e 102
Strategic PartnershiDs i et ity b il . s ftognte s v (o ANe (g e g (o7 el = el s 102
Developingan Event PRPIan. . ... oo ciaioio o o s iae smvjo s oo o0 o 0o 103
Other:Marketing Strategies. fin. ittty aube, s PIItn o o o o/ 5 o s o @0 o o 108
End of Chapter Assessment . . . . .. .. ... .. ¢oticcellslgatadd o oL el 110
Risk Management

By Cynthia:R. BerRabe: tuiisy s iindkitisen:Ur coritad neimsuand == « = = 113
IDtrOdUCHON et s o e Nt e A R B L P e e 2o e o e g e s 114
DefinitioniOf TermS L & rr e s AP ERNECEOR  C oa oesoifs o et e o % io 95 o s 114
Identifying and Analyzing Risks., . « .« « v v oive i on o siene s e 118
Risk/ManagementiPlan . : o 2 = 5 e 5 /e s e b it iat gt s s Ll € o ol sy e 0 e e v 121
Implementing the Risk ManagementPlan . . . .. .................. 122
Crisis Management Plan: .. .. .o o oo ol 4G s bt dr e e aenid s b el S e 125
Safety and Security of an Event . . . oo ie sisioinnin o s 0 asir sy o os s e o s 125
Protecting and Respecting Intellectual Property . . . . . . .............. 128
Instirance CoverageforEvents.. . . . . o i c s i v 5 v sl s s Wb e 129
Client Coordination : : & . « w s+ « Sonsbseaxd mouvd. et gringize . o wig 129
On-SitdiChallenges and lssuesysc A 5102, Ve0iqee VooipA e, L L. oL oL 131
RiskPAESEsSIEnt SYSIOM o o .0 2 wmiet ot st st o 01 8 o 2 @ ROURMAERL & L o A 131
End.of Chapter Assessment: - i« » « o ¢ i« o « « NI AN, L voe s 132
Human Resources

By Jing S. Lagandaon and Adelia F. Majaba . . . . .. ............. 135
L OTI CLION b L ke il L N o st e athie (ofvi oo 1o 435 et bt bt o fa e 136
The Skills Required of an Event Professionali s A i i SETan e e S 136
Duties and Responsibilities of an Event Professional . . . ... ........... 137
Selection rrecriitment. andiHiNG . o v« ot s o+ gtmaiaais i S s s s 138
Orientation, Training, and Managing the EventTeam . . . . . . ... ... ... .. 139
The Career Path in a Professional Events Company . . . . . ... ... ....... 140
Academic Preparations and Professional Development . . . . . ........... 142

Encliof Chapter ASSESSIONT . v« « v« « w ¢ s wiv s ke 4 sta s ar v s s s s s s 147



Chapter 9:

Chapter 10:

The Authors

On-site Management

By Tinette S. Capistrano and Dexter R. Deyto . . . . . 2 s 148
e Y A R S o St A A < s O sy 149
On-site Organizational Chart . . . ... .................... A 149
BRGNS P e OXEy ¢ T 1 soine Ceces S STy ¥ 151
BIRAS. IR0 S 00! Ly e Pty et e, Chisnere s e o ave 10T
SRBENSREPORER i iy Sriad &y L Bt B s Wi A G N L S e 156
ROERSIRANON Sonricds, it st By Sui 5 v Sl 007 Rs oo SR A0 160
BRSS ARG ENBIUBHON L SI5TE Iliathts © ¢ s 5 ok v 5 e e E e st 161
Technology Assisted Online Event Management Systems . . . . .. ... ........ 162
End of Chapter Assessment . . . . . . . .. v v v it 163
Post-event Activities and Evaluation

By Jing S. Lagandaon and Orlando A. Ballesteros . . . . . ... ........ 170
BRITOGUCHORESE L S s . it Lo o bl R WAGH & s L S Rl 171
POSt-eVeNt ASSESSIMENTt . . . . . . v v v v vt e e e e e e e s e e e e e 172
I OVeroliEacilities "« o - o i i e B e e LSRRIV 174
HOSET ST T e WA e e b ! B b e e i 174
ENOOT CHaplEr ASSESSINENT .| .+ < ia s e & o s e ey 175
Building a Career in Event Management

By Jing S. Lagandaon and CynthiaR.Bernabe. . . . . . . ... ... ... .. 180
e e T AR O O R R R O A BB B S A e 181
Getting Certified as an Event Management Professional . . . . .. ... ... ... 181
Ethical Practices of the Event Management Professional . . . . ... ... .. ... 183
Careers inAlliedidndustriesis 4 Fiilinssing f6c s an Boasanboaion: theliandas 185
RO CRAPLEASSESSMENt v . Bl i s cerfar il MESAAIT « 025 ool o S Aoy 186

........................................... 187



ex

S

Published by:
C & E Publishing, Inc.

839 EDSA, South Triangle 9
Quezon City, Philippines RO
Tel, No.: (02) 8929-5088 EMPOWERED N I"I
E-mail: info@cebookshop.com |
Website: www.cebookshop.com MEMBER -~

The Book

Professional Event Management: A Guide to Meetings,
Incentives, Conventions, Exhibitions and Events introduces
readers to the different elements of organizing and
managing events. It is compliant with CHED's recommended
course outline for Introduction to Meetings Incentives
Conferences and Event Management (MICE), a required
course for BS Tourism and BS Hospitality students. It explores
the dynamics of event management activities—pre-event,
during event, and post-event. This material covers topics
ranging from strategic planning to event marketing, risk
management, on-site management, and post-event
evaluation. To further reinforce the learning of these
lessons, assessment tools in the form of case studies are
provided to train future event planners for particular
situations in event management.

Excello™ is a confinuously expanding aggregation of high-quality learning

assessments designed to help students master the Philippine curriculum's key

G = skills and provide teachers with easy-to-use test creation tools
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