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Professional Event Solutions
Insert name

Insert institution

DEVELOPING A YOUTH ANNUAL CONFERENCE TO BE HOSTED WITHIN ONE OF THE CAMPUSES
1. Introduction 

Event can be defined as planned social or public occasions attended by a specific group of people for a common reason either to get entertained or a get together for workers (Allen, 2011). Today, events are organized day in day out; people nowadays organize parties more often than in the past. Events may include education event, marketing strategy, trade fairs, launching of new products or new businesses, musicians launching new tracks. All these are events and require a professional planning team to ensure it is successful (Berridge, 2007).  Every event is different and the intended group is also different depending on the interest of the individual. 

Events like conferences have given event planners and event managers the chance to showcase their best parts as far as event planning is concerned. Though events must be planned to the best, we must keep in mind that the task is daunting. Event management involves event panning, preparation and production. An event manager must ensure resource acquisition, allocation, direction and control is perfect for the goals and objectives to be achieved (
 Fenich, 2013). Holding a conference needs professional excellence for successful execution 

2. Event planning

Event planning differs from one event to another; big events and small events can never be planned equally. Larger events are planned with caution keeping in mind the large group of people, possible dangers and intensity of the event.  Small events like birthday parties, Christmas indoor party require simple planning since only a limited number of people always attend such events. Wedding parties, conferences and entertainment events are always large events and a little mishap in the organization can mess entirely everything. 
A successful conference for instance needs to be planned professionally and a number of factors like time, space, location be put into considerations first (Getz, 2012).  Some of the duties a planning manager must carry out with caution is formulating a workable conference plan, budget planning and administration, issuance of deadline, advertisement of the event, garnering for support from stakeholders, and creating the necessary publications needed.  With good planning and organization, the event will be successful. Since all these cannot be covered by one person, delegation is imminent and must be only to the capable persons who can focus on detail and adhere to the given schedule. 
2.1 Procedures for event planning 
After noting down the type of event, the event planner looks at an appropriate date, an appropriate place and the best time for the event.  Most events always take place in the weekend and this has become a norm. The weekends are always convenient time especially for the working class, and the students. In case the event is for a certain company/business it can be organized to take place in the course of the week.  
2.2 Preliminary Analyses And Assessments
This is the first step in the planning and organization of a youth’s annual conference whereby the executive committee set the conference objectives, analyses the target audience and look at appropriate methods of implementation.  

2.2.1 Setting the objectives of the conference

First before any other business is undertaken, a meeting objective must be formulated. The objectives must be set in terms of the university goals 

i. If the university intends to increase their student intake, or to be acknowledged by the society.  

ii. Create a platform to interact with the larger public

iii. Inform members/students of new policies in place

iv. Give students an open forum to interact with other members from other universities and exchange ideas

v. Give the youths an environment for free discussion of the emerging issues, technology, and development of new ideas.

vi. Give the students a setting where they can present their research and gain immediate feedback from the public. 

vii. Gives an environment for social interaction

viii. Provide education opportunities where members can gain knowledge from expertise in the various disciplines.
The objectives must be set keeping in mind the intended audience, and the society needs. The objectives must be arranged from the most important to the least important.

2.2.2 Analyzing the target audience 

Audience analysis is important and must be done to aid in the formulation of the conference objectives and in setting of the purpose of the meeting. The audience examination must be done and checked if;
i. The intended audience is homogeneous or heterogeneous in terms of their discipline. 

ii. Their education background if degree holders, masters or doctorate degree holders. 
iii. Their interest if practical or theoretical or combined.

iv. The age group of the audience

v. If employed or not

vi. If the audience is of mixed gender or only for male or for female

Also another possible means to generate meeting objectives is using a questionnaire. The questionnaire can be created with possible topics and questions embedded on it and distributed to members on registration. The members can be advised to fill and return the questionnaires for analysis and these can help in determining the meeting objectives and topics to be tackled.
2.2.3 Determining method of implementation

In event planning, implementation method must be devised. For a successful implementation method to be obtained the event planner must look at the nature of the meeting, the participants, and technicalities employed in the conference.  Also social events included in the conference must be checked; if there will be a luncheon or a banquet. The conference manager, conference committee and the days the conference will take will also determine the conference implementation method.  Once the planning session is complete with a good implementation plan formulated, the conference arrangement can begin.
2.3 Letter of agreement 

In case the youth annual conference is to be sponsored, a letter of agreement must be obtained stating the main area the underwriter society is going to back be it financial, technical or administrative.  The letter of agreement must state the nature of involvement, and the planning responsibility between the two agents the cosponsor and the organizer among other key issues like the use of mailing list. The agreement letter must be written and undersigned by the organizers and the sponsors to avert any possible disagreement that may arise. All societies that will wish to participate must be issued with letter of agreement. 
3. The conference officials
Conference officials; the manager and chairperson must be selected by the executive committee, the conference planning committee and a representative of the cosponsoring company/society.  A conference manager will be responsible for registration, staffing and accommodation.  He/she must be a professional in the conference management to ensure logistics, record keeping and management is tackled professionally.  He/she must have good communication and management skills. 
Conference chairperson must be an individual with experience in the field, and possess leadership skills. He/she mist show interest with the youth conference at hand . 
4. Conference committee

Organizing the conference committee is the fourth stage in conference planning. The committee will work at describing the responsibility of each personnel, and develop the policies for the conference.   The committee chairperson leads the conference committee. 
4.1 Conference arrangement and coordination

Before the conference planed begin the conference committee members need to maintain effective communication with the planning manager and the chairperson of the conference. Frequent talks on the conference must be done and rapid replies maintained to ensure an effective conference is executed. All stakeholders are communicated to and only those who will give a positive take will be considered. Sponsors are also communicated to and the willing sponsors are immediately included in the planning process.  The conference committee members must maintain close contact with the chairperson and all stakeholders. The committee members employ a consultant to enable them review past papers on past conferences and give the committee way forward on best possible planning methods according to their budget.  
The conference committee members must work together as one until the end of the youth conference.

5. Selection of the date, venue  and time for the conference

5.1 Venue/ site

Venue selection is crucial for every event; the conference planner must ensure the selected venue is best for the kind of event. A venue selected must the peoples favorite, the attractiveness of the area must be considered, it must be clean, secure and easily accessible by car or by foot. After the venue is located and the event planner must make sure that the venue will be available at that particular time. The venue must be suitable for the type of event and stated time. In case of night time event, the venue must be located in a secure environment and easy to navigate to (O’Toole, 2002).  The selected venue must be a region with conducive environment or highly proposed venue by the proponent audience.  The venue physical facilities, appearance and features gives a first impression to the audience, it sets the mood depending on the catch. Positive or negative impression can be created in the attendee’s minds. The planning manager must ensure the conference venue is made attractive; an attractive facility and friendly staff always remain captured in the minds of the visitors for long period of time.

5.2 Date selection

The conference dates must be chosen well to avoid it conflicting with other major events like national holidays or any other organized meetings in the campus. Conference can be scheduled to begin on Mondays and or end at the end of the week Fridays to enable the participants travel on weekends. This arrangement can enable them come early or extend their stay to enjoy the host environment. Also scheduling the conference to weekend can be advantageous in terms of accommodation whereby most hotels tend to offer discount on their services. Date setting can be done with the help of a calendar to check on the national holidays and religious holidays. The conference planning officer can contact major hotels and check if there are any major conferences on the chosen dates or better still contact the projected visitors. 
6. Developing a conference master plan

Development of a conference master plan involves the efforts of the chairperson, the conference manager, the planning committee and the executive committee. In this session, a time table is created which will oversee all issues including planning of meetings, publications, major tasks and under each a date is set (Tum, Norton and Nevan Wright, 2005).  Deadlines are also set on the timetable and the deadlines are best set at the view of the starting date. This is to ensure all activities are completed at the given time. 
6.1 selection of the conference theme 

When time, venue and date are set, then it is the right time to choose an appropriate theme. The theme gives the idea for decorations, type of invitations and sort of games if any is required.  It also gives a suggestion on the purpose of the conference, and creates a subject matter. Theme is very crucial in event planning since it gives the event pomp and color.  Invitations carry crucial part of the event and must match up the theme since it gives the guest a clue on expectations. A theme must be appropriate and carefully chosen.  To give a theme a memorable catch, an attractive phrase can be used as the conference theme (Tum, Norton and Nevan Wright, 2005).  Sometimes the title of the conference is used as a theme since it carries the intended message. Once the theme is chosen, the presentations are listed down from the most important to the least important according to past suggestions.
6.2 guest list preparation

Guest list is then prepared according to the event type, if the event is for youthful persons only youths are to be invited, if the event was organized for specific department then only the department members are to be invited.  Make sure to only invite the people whom you are sure they can get time to come and the event is meant for them. 

Entertainment need to be planned with caution and a professional DJ’s hired specifically for that.  Incase variety of entertainment is needed, games can do. Choose the games keeping in mind the target group. 

When all these are ready, invitations are sent to respective persons, r.s.v.p must be included and deadline which must be a week before the actual event. The deadline allows the organizers make necessary changes on the budget. 

7. Budget preparations

Conferences are always very expensive and mostly funded by a number of sources which may include; cosponsors registration fees, sales of pamphlets, cassettes with lessons, gifts from industries, donation, including the tutorial and exhibition fee.  During planning, the income sources should be identified and a budget drawn. Once the budget is drawn, a possible income is calculated with possible attendees in mind. The budget must be followed strictly to ensure the conference is operated within the given budget.  
8. Implementation

At this stage, the action begins and each committee member ensures the roles are executed professionally. The advertisement begins through publications, social media, e-mails and posters. Sessions are then developed with chairpersons and speakers selected. A registration system is set and conference halls are made ready. Deadlines are set and the final budget is released. Finally the social events are designed and conference arrangements are coordinated. 
9. Management 

9.1 Management of contingencies 

Contingencies are common phenomenon as far as conferences are involved therefore careful planning and setting must be done to minimize the possible emergencies. A feedback system can be developed to ensure any negative feedback is tackled there and then to avert more damages from happening and tainting the name of the campus and the event planning crew (Tum, Norton and Nevan Wright, (2005).
9.2 Operational Management

All successful conferences are run within the stipulated budget. An event manager must handle operations which may include analysis, planning, implementation and final evaluation of performance. According to Fenich (2013) an operations manager looks for appropriate first-hand information, he/she distributes information to appropriate personnel to work on. Time management and stakeholder management are also carried out by an operations manager. 
9.3 Risk Management

During an event, risk management must be made number one priority by the event manager. Before any decision is made concerning an upcoming event, possible risks accompanying the decisions must be analyzed. In case of risk, a special panel headed by the event manager tries to solve the risk to avoid negative outcome that may taint the image of the company, the school or hotel.  Risk management team ensures the assets are protected, financial issues are minimized and property is protected.  Events come with different risks which may include health risk where a guest is injured, property is damaged, and company’s reputation may be lost because of rowdy guests on board. 
9.4 Health and Safety Management

Organizing a large group of people comes with challenge, the event manager must be very cautious when putting up the health and safety measures.  All the staff must be briefed on the benefits of health and safety measures to avoid injury of guests. In a case where a glass is broken, the staff must immediately clean the area to prevent harm of staff and guest. Though a very small issue, but can in turn create a bad image of the event planners. 

10. Event analysis

Successful events are very important to all stakeholders including the guests, the event planner and the entire public. Ones an event is executed successfully analysis is carried out on the guests feedback. Positive feedback means a well-planned event while negative feedback means changes need to be carried out on the planning.  Feedback is essential for future improvements and through analysis of the feedback, the event manager and planner will end up creating a more improved event. 

10.1 Post-conference activities 

After the conference ends an appreciation letter is written if possible two weeks after the completion. It is written by the conference chairperson to all session chairpersons and all those who participated to make the conference a success. 

The conference chairpersons must also ensure that all bills are paid to respective persons and service providers to avoid closing up in debt. A report on the conference need to be produced and posted on the website or e-mailed to the members sometimes published as magazines with full conference happenings and photos. In case of a future announcement, it can be published on the newsletters or sent via e-mails to the prospected audience Fenich (2013). Such reports ensure the visitors are well informed and can come for the next conference if planned for.  
A detailed financial report is finally prepared for the organizers to go through and check on the expenditure and income during the conference. This gives the organizers clear picture of finance and through this they can deduce other means of generating revenue to fund other subsequent conferences. 

Conclusion

For a conference to be successful, planning is key. All committee members responsible for planning must ensure a good plan is generated. All activities must be delegated to specific members to ensure each person pays attention to detail. A follow up must be carried out by the prospective chairpersons to avoid mishaps. Involving the gurus in the running of an event is essential since with their vast experiences in the field, a successful event can be achieved. 

Budgets must be tailored accordingly and by a profession. This is to avoid under budget or overspending. With an organized approach each stage of event planning is successfully completed on time and best results are achieved.
