AOHT Event Planning
Lesson 6
Hosting an Event
Student Resources
	Resource
	Description

	Student Resource 6.1
	Organizer: Deciding on a Theme

	Student Resource 6.2
	Reading: Example Client Request

	Student Resource 6.3
	Assignment: Client Pitch

	Student Resource 6.4
	Resource: Pitch Tracking

	Student Resource 6.5
	Reading: Sample Event Plan

	Student Resource 6.6
	Assignment: Client Report

	Student Resource 6.7
	Reading: Sample Event Agenda




Student Resource 6.1
Organizer: Deciding on a Theme
Student Names:_______________________________________________________ Date:___________
Directions: As a group, you need to decide on a theme for the event. Once you choose one, you will create a presentation that demonstrates your theme, primarily through pictures. Then you will pitch it to the client—that means that you will show your theme to the client and try to sell the client on your idea. 
Step One: Choose a Theme 
In the space provided, write down any themes your group has thought of. Each group member should contribute at least one idea for a theme. 




Once you have looked at the possible themes, pick one that you think is the best fit for the event. Remember, the theme should fit the event’s goal, intended audience, and venue. It also needs to fit the client’s needs and wants. Also, the theme should ideally be something unique or memorable. Be creative!
Our group has chosen the following theme:

We chose this theme because:


Step Two: Brainstorm
Now that you’ve selected your theme, how can you demonstrate it at the event? Use the chart on the next page to help you think about different ways to do that. An example is provided.
Example: How to Make the Most of a Theme
When Marcus and Anne got married, they wanted their wedding to celebrate Marcus’ hometown of New Orleans. So they decorated the walls of the room with posters from Mardi Gras, and their table centerpieces featured Mardi Gras masks. They served hurricanes, a New Orleans drink, and local recipes like shrimp creole. They even had some ingredients flown in from New Orleans just a few days before the wedding. They had their DJ play music by New Orleans artists like Harry Connick, Jr. and Louis Armstrong. Their invitations featured the fleur-de-lys, a symbol that is popular in New Orleans. They gave away pralines, a Southern treat, as party favors. They put their guests’ nametags on Mardi Gras beads, and they named each of the tables after a famous landmark in New Orleans. Even though they got married in Anne’s hometown, Los Angeles, it truly felt like a New Orleans–style party.

	Event Element
	What to Think About
	Your Ideas

	Decoration
	Does the room already have decorative elements that fit the theme? Are there any decorative items that do not match the theme?  What decorative elements could you add? Common decorations include table centerpieces and things hung from the ceiling, displayed on walls, and so forth.
	






	Food/Beverage
	How can the food and beverage tie in to the event’s theme? Can you serve a special item or a special drink? Will there be any special arrangements you’ll have to make—food that must be special ordered in advance, or things that cost more money?
	






	Entertainment
	How can the entertainment reflect the theme? Is there a type of music that is appropriate? A particular band or singer? A guest speaker? A game that fits the theme?
	






	Promotion/Invitation
	Can you do anything with the invitations or promotional materials to reflect the theme? Use specific colors, symbols, and so on?
	





	Other
	Anything else that might be a useful way to reflect your theme? Party favors? Other unique touches?
	








Student Resource 6.2
Reading: Example Client Request
Dear Event Planning Class:
We have learned about your expertise at planning events, and we would like your help. In six weeks, we will be opening a brand-new restaurant only two blocks from your school. We’d like you to plan and execute the Grand Opening!
The Grand Opening will introduce our restaurant to the neighborhood, including the students at your school. The event will be held on Friday, April 24, 2021, from noon to 3 p.m. in the restaurant. 
We expect about 150 guests and have a budget of $4,500. 
We have some important points for you to consider. Many people will be unfamiliar with the kind of food our restaurant serves: Mongolian barbecue. The name of our restaurant is Kubla Khan, after an ancient Mongolian warrior. The event needs to show people that this kind of food is not only delicious but also really affordable and healthy. We want everyone to know about the unique flavors and huge number of options we will offer on our menu. Also, we’re really trying to be environmentally responsible. We recycle our cooking oil and compost our kitchen scraps, so please try to make sustainable choices when planning the event.
Our restaurant is not very big, so keep that in mind when you’re deciding on decorations and entertainment. In fact, you should come to the space and see where the event will be held. 
I look forward to hearing your ideas for how to make this a memorable and successful event when I visit your class later this week.
Best wishes,
De’Andre Jones
Manager

Student Resource 6.3
Assignment: Client Pitch
Student Names:							 Date:			
Directions: Now that you’ve decided on a theme, you need to put together your client pitch. This sheet will help you divide up the work so that each member of your group contributes to the presentation. Before you begin, read through all of the instructions below, and read the assessment criteria at the end of the resource to make sure you understand how your work will be assessed.
What Makes a Good Pitch?
Making a pitch to a client might sound scary, but really all you’re trying to do is make a convincing argument. If you can master these skills, it can help you in any career field, not just event planning.
Think about your client’s needs and wants. Focus on the client.
What do you know about your client? Can you use that knowledge to help you? If the client has a company or is representing one, the company will have a mission, a logo, and other kinds of information on a website. Remember that the presentation needs to please the client, not you. For example, maybe you think that The Simpsons theme song would be perfect to play at the event; but if the client is interested in ancient musical history, and the guests will mostly be an older crowd, then keep thinking. The Simpsons theme song is likely to fall flat. 
Demonstrate how you will help the client meet his or her goals.
The client has already told you what his or her goal is for the event. Make sure you emphasize how your ideas will help the event meet that goal. Suppose your client’s goal is to surprise his wife on her 45th birthday, and she adores the Great Dane breed of dog. Your theme would help to surprise her if it was centered on Marmaduke, a Great Dane in a comic strip that has been running for the last 50 years. That’s the kind of thing that you may not know about unless you do some research and ask your client some questions. If you don’t know how your ideas will help achieve the goal, now is the time to start thinking about that!
Paint a picture—something the client will remember.
If you talk in generalities or leave things vague, they won’t remember you. Think about how to make your ideas really stand out—pictures, music, diagrams and floor plans, or great salesmanship!
Give some specifics, but don’t go into too many details.
You want to give your clients some specific examples, but don’t drown them in an overload of detail. If you think you can plan a menu to match your theme, name one or two dishes—not every single item in a four-course dinner. If you envision table centerpieces with candles, say that—but don’t also list all the different kinds of flowers they should include.
Keep it short.
Your client is a busy person and there are a lot of presentations to get through. Stick to the point and keep your ideas organized.
Speak clearly and slowly.
When you’re giving the presentation, you need to talk in a way that is easy to understand. Don’t mumble or speed through everything you have to say just to get it over with. Practice speaking clearly and slowly.
Smile.
The client is planning an event—he or she wants to know you are friendly and easy to work with and that you are excited about the event. Demonstrate that by smiling during your presentation.
Planning Your Presentation
Your presentation should consist of the following elements:
A title slide that lists the name of the group members and the theme you chose
An introduction slide that gives a short summary of the theme
At least three slides that give examples of how the theme will affect decoration, food and beverage, entertainment, promotion/invitation, or other event elements
A conclusion slide that sums up the key points
Dividing Up the Work
Now you need to split up the work so that everyone in your group contributes to the presentation. Use the chart below to help you. Also make sure to write down which specific things you will use as examples: decoration, food and beverage, entertainment, promotion/invitation, or other event elements. In other words, if your first example will be decoration, write “decoration” next to Example One in the chart below and then write down who will create the slide about decoration under “Who’s Responsible.”
	Slide Content
	Who’s Responsible

	Title Slide
	Everyone

	Introduction (summary of the event theme)
	

	Example One:

	

	Example Two:

	

	Example Three:

	

	Conclusion Slide
	Everyone





Make sure your assignment meets or exceeds the following assessment criteria:
The presentation clearly describes an appropriate theme for the event.
The presentation includes at least three strong examples of how the theme can be incorporated into the event elements. 
The presentation uses visuals (e.g., templates, images) to develop and explain the theme.
The presentation is well organized and easy to follow.
The completed assignment is neat and uses proper spelling and grammar.
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Student Resource 6.4
Organizer: Pitch Tracking
Student Name:							 Date:			
Directions: Use this chart to keep track of the different pitches you hear during this lesson. An example is provided.
	Title of the Pitch
	Who Gave It
	Strengths
	Weaknesses

	Example: An Old-Fashioned Christmas Party
	Brendan and Jayna
	Lots of good pictures
	They didn’t really explain how their idea would be unique or special.


	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	



Student Resource 6.5
Reading: Sample Event Plan
This is an example event plan for the grand opening of Kubla Khan Restaurant. Many events take much longer than this to plan, but you will have only a few weeks to plan your event. As you read this plan, think about your own event. Which steps will be the same? Which will be different? 
Five Weeks Before the Grand Opening
With guidance from client, start compiling a guest list. (Who will you invite? How many people total?)
Set up event committees: Promotion and Invitations, Food and Beverage, Entertainment, Audiovisual, Permissions/Safety/Licenses, Photography/Videography, Facilities Management.
Thoroughly research the venue (Kubla Khan Restaurant).
Promotion committee: Announce the grand opening on Facebook, Twitter, in the school newspaper, through posters at other local schools and businesses, and through a newspaper announcement.
Decorations committee: Begin researching ideas for decorations that fit the theme.
Four Weeks Before the Grand Opening
Each event committee creates a detailed to-do list. 
For example, Promotion: Choose how to promote the event; design posters, flyers; contact local newspaper and send promotion information; contact high school to promote event on campus.
Each event committee creates a detailed budget and receives approval from the client.
Three Weeks Before the Grand Opening
Each event committee has many pieces in place: entertainment is booked, food and beverage is decided with restaurant owner, materials for decorations have been bought, promotion is ongoing, special permissions and licenses are procured so that bands can play in front of the restaurant, and the fire marshal has given approval to hold the event for the specified amount of people.
Committees work together to create a day-of-the-event schedule (also called an agenda). Include times to keep track of when entertainment should arrive and what the sequence of events will be.
Two Weeks Before the Grand Opening
Facilities committee: Reserve a tent in case of rain, make sure plenty of supplies are on hand, reserve any extra tables or chairs.
Audiovisual committee: Do a run-through and practice in space, using whatever equipment is available.
Audiovisual committee: Double-check any equipment rentals to confirm delivery dates/times.
Decorations committee: If storage space is available, make sure artwork and other nonperishable/nonfloral decorations are ready. 
One Week Before the Grand Opening
Check in with all committee members and make adjustments to the schedule.
Decide who will be on setup, hosting, and cleanup teams.
Hosting team: Decide who will greet passersby and get them to enjoy some samples. Remember to invite family and friends!
Entertainment committee: Decide who will be in charge of tasting games.
Entertainment committee: Pick point people who will ensure that bands have everything they need and that they get paid on time.
Hosting team: Pick people to make sure that garbage is getting emptied, tables wiped and cleared, bathrooms stay clean and well stocked during the event.
Day Before the Grand Opening
Decorations and setup committees do as much of the preliminary work as possible.
Audiovisual committee does sound and lighting checks.
Photography/videography is ready.
Make announcements at school.
Day of the Grand Opening
See separate timeline/agenda.
Day After the Grand Opening
Committees send thank-you notes to anyone who provided help: entertainment, teachers, vendors, and so on. Notes should have a photo of Kubla Khan Restaurant and an invitation to return.
Student Resource 6.6
Assignment: Client Report
Student Names:_______________________________________________________ Date:___________
Directions: Work with your committee to write a brief report about what you plan to do with your part of the event. Use the example provided below to help you. Before you begin, read through all of the instructions, and read the assessment criteria at the end to make sure you understand how your work will be assessed.
Example
Event: The Grand Opening of Kubla Khan Restaurant	Committee: Food and Beverage
Introduction
One of the goals of this event is to introduce guests to the flavors of Mongolian barbecue. We used a copy of your restaurant menu to guide us as we began planning for the event.
Our Committee’s Plan
First of all, we wanted to find a way to encourage people to try different tastes and explore new ingredients. We think the best way to do that is to offer very small samples. That way, if they try something they don’t like, no food will be wasted. 
Packaging
Small takeout boxes are a practical, fun way to offer samples. We found them in a restaurant supply catalog. A box of 50 white half-pint containers is only $7. We suggest ordering six boxes, which will give us 300 containers. The containers’ small size will be perfect for tasting a small amount of food. We think ordering 300, which is approximately double the number of guests expected, will give us plenty of extras so people can try more than one sample. The boxes will cost a total of $42, which is very affordable, although they will need to be folded into shape before the event takes place. As an alternative, we can buy takeout containers made of recycled paper. They are brown, not white, and they cost $14 for a box of 50, which means our total cost for containers would be $84. We have photocopied the page out of the catalog and circled the two different box options.
We also thought it would be a good idea to label the samples so if people find something they like, they can come back and order it again. We found that we could buy labels at the local office supply store that are made of recycled paper and use a special ink that is also recyclable. These labels cost $11.99 for a box of 250, which means we would need two boxes, for a total cost of around $24. We checked and these labels can fit in the kind of printer we have in the computer lab. 
We suggest sitting down with the restaurant chef and restaurant manager to decide exactly what to serve. Then we can print the names of these dishes on the labels and stick those labels on the boxes. That way people will know what they’re eating. We can also check with the Promotions committee to see what kind of font and graphics they are using on the promotional materials. We can use the same type of font on our labels so that everything looks coordinated. We drafted some example labels on a piece of paper and attached these to our report. We think this font looks kind of mysterious and exotic, like the theme of this event.


Food
We recognize that you probably have some dishes that you would like to introduce people to because they are the ones you will be serving regularly. We are eager to meet with you and your chef to discuss which dishes you want to include. As a starting point, we would suggest the following:
Three samples that include meat or fish (maybe beef, chicken, and shrimp?)
Three samples that are vegetarian (maybe one with tofu and two without?)
At least one sample that is allergy friendly (no nuts, dairy, or gluten?)
We would also suggest offering a variety of spicy and mild flavors. Obviously, every sample will include vegetables, but we think some samples should stick to “normal” or familiar vegetables like carrots and broccoli while other samples include more exotic ingredients like sprouts, Chinese cabbage, or fresh ginger pieces.
This approach could result in a fair amount of leftover food. We would like to talk to you about ways to handle that so the food isn’t just thrown away. One option might be to take the leftovers to a nearby homeless shelter; we will look into what the regulations are. 
Beverage
We also know that beverages need to be served. We think the most popular option would be to put out cups and let people serve themselves from the soda fountain on the counter, since it also includes iced tea and cold water. However, we realize that could get very expensive if people pour themselves a lot of big drinks. So another alternative would be to offer ice chests with canned sodas and bottled tea and water. You can buy those in bulk at a Costco or Sam’s Club. The disadvantage of that approach is that it will make a lot more trash, even though the bottles and cans are recyclable. We’re not sure which one would be more cost-effective at this point because we aren’t sure how expensive it is to maintain and refill your soda fountain. Please let us know which of these approaches you prefer, or if you have another idea about how to provide beverages.
We decided that cold beverages would work best because the event will be in the afternoon in the springtime, so it will probably be a warm day. Since your restaurant has a limited beverage selection, it seems like the focus should be on the food. Also, we thought keeping hot beverages warm enough could be challenging, and we’d rather focus on serving fresh-off-the-grill food than worry too much about hot drinks.
Conclusion
If these recommendations meet with your approval, please let us know so that we can begin ordering the supplies. Putting together all those takeout boxes will be time consuming and we want to get them done and labeled by at least a week before the event. We would also like to meet with you and your chef to determine the specific samples we will offer. We would be happy to come by the restaurant after school if you let us know what day will be convenient for you.
Please let us know any revisions or suggestions you have to this plan. Thank you very much for your time.

Make sure your assignment meets or exceeds the following assessment criteria:
The report describes logical and appropriate recommendations for one element of the event.
The report includes sufficient detail, including estimated costs and potential sources for materials/services. 
The report’s recommendations follow the sustainable principles the class has established.
The report draws clear correlations between the expressed wishes of the client and the recommendations.
The report invites the client to give feedback.
The report is supplemented by images, brochures, or documentation that supports or provides additional examples of the recommended ideas.
The completed assignment is neat and uses proper spelling and grammar.
Student Resource 6.7
Reading: Sample Event Agenda
This agenda is for an evening event: a silent auction and fundraiser for a charity that works with autistic children.
	Time
	Activity

	5 p.m.
	Guests arrive, sign in
Band plays in background
Tapas-style appetizers and dishes ready for guests on long buffet tables
Sparkling water, juice, iced tea station on patio
Two wine stations set up across from each other in main room
Student art is on display for silent auction; garden sculptures on patio
Student dioramas, sculptures, and projects on display in main room

	6 p.m.
	Welcome speech; then band plays dance music

	7 p.m.
	Film showing the foundation’s work

	7:15 p.m.
	Live auction of students’ garden sculptures on patio. Next: band plays dance music

	8 p.m.
	Film: student shorts

	8:30 p.m.
	Auction winners announced
Thank-you speech




