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WELCOME TO
MY COURSE

Hi, I'm Helena and I bring almost 20 years of organizational development,
event planning, and customer experience expertise to the table.  I have a
master’s degree in organizational development from St. Louis University and a
training certification.  Coupled with planning over 500 events, I have equipped
more than 12,000 individuals to become Certified Event Planners in my CEP
Program (Certified Event Planner).  I can teach you how to become a
confident and competent event planner to demand the value and respect
that you deserve.

 



01
INTRO TO EVENT PLANNING

N U M B E R



KNOW THE SCOPE OF YOUR EVENT

There are 2 types of events

1._________________________

2. _________________________

Event planning is
____________________________________________________________________________

____________________________________________________________________________

The 3 things event planners are required to do:

1.__________________________

2. __________________________

3. __________________________

NOTES:
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DETERMINE YOUR DIGITAL APPS

N U M B E R



DETERMINE YOUR DIGITAL APPS

HOW WILL YOU MANAGE THE OVERALL EVENT?

________________________

_________________________

HOW WILL YOU TRACK REGISTRATIONS OR RSVPS?
_________________________

_________________________

HOW WILL YOU MANAGE THE BUDGET?

__________________________

__________________________

__________________________

NOTES:
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CREATE A BUDGET

N U M B E R



WHAT IS YOUR BUDGET?

VENUE COST?

________________________

FOOD & BEVERAGE COST?

_________________________

_________________________

ENTERTAINMENT & SPEAKER COST?

__________________________

DECOR COST?

__________________________

NOTES:



04
MASTER YOUR CITY

N U M B E R



FIND 10 VENUES TO HOST YOUR EVENTS

LIST THE VENUES THAT YOU HAVE RELATIONSHIPS WITH



05
BUILD VENDOR RELATIONSHIPS

N U M B E R



WHO ARE YOUR VENDORS?

CATERER?

________________________

________________________

PHOTOGRAPHER?

_________________________

_________________________

DJ OR LIVE BAND?

__________________________

__________________________

NOTES:



06
KNOW THE EVENT POLICIES

N U M B E R



WHAT ARE THE EVENT POLICIES AT YOUR
PREFERRED VENUES?

LIST THE POLICIES:



07
FOLLOW-UP

(POST MORTEM)

N U M B E R



AN EVENT IS NOT OVER UNTIL A FOLLOW-UP
SUMMARY HAS BEEN CREATED

NOTES:



There are only two
types of event planners.
1) Those that are trained

and 2) Those that are
not trained.

-
Helena Paschal








