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In our experience, briliant ideas will not work

EVGntS are creative ideas without happy strong teamwork.

Having both Is out key on making successfull
+ events (wWww.seven-events.com)
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s KEY EVENT PLAN-I

AUTO SHOW PV

1.Goals & Objectives

Marketplace Exhibition News Tiket Pameran

Establish Virtual Event Goals & Objectives

Promo Gokil GIIAS Auto360 lihat semua Start With Why: In virtual event planning, the “why” will be more important than ever.
- Ask yourself - why are you doing this event? What is the purpose? What are your attendees
SIKAT SEBELUM LEWAT and your brand going to take from this? Before you do anything else, you need to have a

BERAGCAM SPAREPART clear idea of what you want your event-goers to experience.
& AKSESORIS

Event Goals: What do you want to accomplish by planning your virtual event?

Increase brand loyalty? Introduce your audience to a new and exciting way of doing events?
Augment sales? Outline your event goals and share them with your entire staff. This will I:re
the mental roadmap associated with the event, and you should reflect on them often.

Determine Your Target Audience: It's paramount to determine who you want to attend your
virtual event right away. Your target audience is a stepping stone for many aspects of
planning and execution. Why are they tuning in? Where are they coming from? What do they
want to experience? The better you can identify the personas, the more you can cater your

O _ =3 virtual event to them.
@ S @ 2 &

Beranda Kontak Pindai Akun Inbox
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s zgypr oX: Develop A Virtual Event Concept

INDOMNESI

AUTO SHOW

Developing the concept of your event is extra important when planning a virtual experience.,
This will help you make the right decisions, especially in a field that is relatively new to
event planners. Here are the essential steps:

Marketplace Exhibition News Tiket Pameran

Ideation: The planning stage is where anything is possible. Walk yourself through your
virtual event and write down everything you picture. And remember that with virtual events,
there are fewer restrictions than in an in-person event; something you can definitely play to
your advantage.

Promo Gokil GIIAS Auto360 lihat semua

SIKAT SEBELUM LEWAT

BERAGAM SPAREPART . : o . .
& AKSESORIS = Market Research: Learn from others to avoid their mistakes and replicate their successes.

You are not the first, and certainly won't be the last event prof to dive into virtual
event planning. Look at the ones that came before you, what they did, and how it can
inspire your own event.

Create A Theme: Who's to say that virtual events can't stand out? On the contrary! Now
that we're sure to see more and more of them popping up, you have to take fresh new
approaches to stand out. Play with the elements of sound and vision in particular, since

these will be the ones your audience will be engaging more with. Where do you want to
Exhibitor mobil, bus & truk GIIAS 2022 take them? How do you want them to feel?

Make A Vision Board: A vision board is a great way to give a visual representation to your
11D = ,r event concept for everyone to see. This will come in handy when handing off tasks to
) 2 &

@ partners and vendors, whether it's a graphic designer in charge of social media or your
Beranda Kontak Pindai Akun itk Virtual Event Production company when setting everything up.
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1.Goals & Objectives
2.Concept & Program
3.Budgeting

Create The Virtual Event Budget
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In order to successfully plan your virtual event, you need to know your numbers. Without a
clear event budget, you risk spending a lot more than necessary, or cutting corners you didn't
need to cut. A budget will help you clearly understand where to allocate money. It can help you
decide where to splurge and where you may need to cut back when creating your virtual event,

Marketplace Exhibition News Tiket Pameran

Promo Gokil GIIAS Auto360 lihat semua

D List Income: List out all the ways you plan on having money come in. This can range

SIKAT SEBELUM LEWAT from vendor fees, online ticket sales, sponsorships, live auctions, or live merchandise sales.

BERAGAM SPAREPART = Be as realistic as possible, you'd rather fall over budget than under.

& AKSESORIS

|:| List Expenses: List out all the possible expenses you might come across. When it comes to
a virtual event, think of everything you need from a technology perspective, entertainment
costs, all the way down to speakers. Create a cushion for yourself because things tend to
cost twice as much as expected. When in doubt, overestimate expense.

[ ] Create An Emergency Fund: Budget for Murphy’s law “what can go wrong, will go wrong".
It is almost a quarantee that there will be last-minute, unexpected costs. So be proactive
and give yourself a budget for this moment.,

Exhibitor mobil, bus & truk GIIAS 2022

[ ] Include Estimated vs Actual Expenses: You should always have two budgets when planning
a virtual event, an estimated breakdown of income vs. expense, and the actual running total
of what you have made vs. what you are spending. Do this even if you have a standard
& L1 = = - allocated budget by separating the money into categories of expenditure. Get as detailed
@ @ & ™M as possible. The more you narrow down your cost, the better you can budget and plan

Beranda Kontak Pindai Akun Inbox during the process.
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Happy strong team is like music band
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LI 2 Sales & sponsorship
T
| g B ) Find Sponsors

Sell Your Virtual Event: Determine what your virtual event can offer sponsors, provide as
much data as possible to help your case. Including the fact that it's an exciting new format!

Research Sponsors: Research what sponsors fit into the purpose of your event and would
be a good fit to work with.

[ ] Make A List: Compile a list of sponsors to reach out to.

Create Sponsorship Packages: Create sponsorship packages and start reaching out!
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webex-events-event-planning-checklist - Excel
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Xl’rigﬁ’éoﬁl’)e s Everything you need to plan a

successful event from start to finish!

Welcome to the ultimate event planning checklist! This

Eve nt checklist details essential event tasks in chronological
order, starting nine months before your event begins and
ending after your event is complete.
Planning
|

. &

5 ‘ R
3 Welcome  6-7 months before _ 3 months before 1-2 months before Tw ... (+) 4 3

Ready ‘:Jg, Accessibility: Investigate H I 2 + 1009

How to use this template

This planning checklist is meant to be customizable!
We've given you a solid foundation, but feel free to add
and remove as needed!
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U™ webex  socio is now Webex Events. Learn more 2
by CISCO

WEbeX Events Products ~ Solutions ~ Pricing Customers ~ Resources - Organizer Login
(formerly SOCIO)

- Fim ' : Introducing Webex Events Production Studio! Broadcast your in-person events to virtual attendees. Learn More. X
o LR L A

The all-in-one event management

Any e\,ent. platform. Host unforgettable Iin-

person, hybrid, and virtual events

Every aUdience_ powered by event apps, flexible

registration, badge printing, lead

One Iatfo rm retrieval, and live streaming
p O technology.
(Watch a 7/7-Min Demo %)
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Key Event Plan (resume)

Key plan - 1

Key plan - 2

Key plan - 3

Goal & objective

Team structure

Operation

Concept &
program

Sales &
sponsorship

IT & Technology

Budgeting

PR & Marketing
promotion

After event
report &
research
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Apa yang dimaksud
dengan MICE?

A, - i L T

Dalam Istilah indonesia MICE diartikan sebagai wisata konvensi, dengan
batasan: usaha jasa konvensi, perjalanan insentiv dan pameran merupakan
usaha dengan kegiatan memberi jasa pelayanan bagi suatu pertemuan
sekelompok orang (negarawan, usahawan, cendekiawan dan sebagainya).
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TOKO OEN SEMARANG - BEBEK SINJAY - KUPAT TAHU GEMPOL
- NASI KAPAU JURAGAN - GUDEG YU DIUM

- SATE PADANG PETAK IX - SATE AYAM APJAY 1973 HASMAT - BAKMI AYAM
KAMPUNG ATIONG - KETAN SUSU KEMAYORAN - SOTO H. MAARUF - SATE BUNTEL

PAK H.BEJO - ES DURIAN IKO GANTINYO - NASI AYAM SEMARANG BU LANY

- NASI JAMEBLANG & EMPAL GENTONG IBU SUMIASIH
- TAHU CAMPUR & SOTO LAMONGAN CAK ARIF - NASI ULAM BU RIA

- PECEL PINCUK MBAK YUN - CUANKI BANDUNG MANG UDIN - TAHU PETIS

YUDHISTIRA - NASI BAKAR YU DEWI - BAKWAN MALANG & BATAGOR JOFA - PUTU
PIENANG - JAVA LOENPIA - CHICONGFAN & KUE MEDAN PAK KARIM - SE| TAN
- NAS| AYAM FAMILY MART - PEMPEK & SIOMAY 96 - LOVE SEMPRONG

ES PISANG 1JO PAYJO - KANG TEBU - RUBAMA COFFEE
- ES ASGAR> KUE APE, KUE CUBIT, PANCONG, RANCGI
- TAHU GEJROT & LEKKER - ES DOGER & SELENDANG MAYANG
- KERAK TELOR - TOGE GORENG - ES CINCAU
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Do you have
any questions?

Free goodcase files

EndlessEvents_VirtualEventPlanning
Checklist (PDF)

webex-events-event-planning-
checklist (Excel)

https://socio.events/



Thank you and see you again

Ms Vista




