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IFEA Pinnacle Awards Committee 
2603 West Eastover Terrace 
Boise, ID 83706 
 
To the Committee: 
 
Enclosed please find our submission for consideration in the category: Event Management 
Certification Program. 
 
Our program was one of the first in the country and remains an iconic industry program.  Due 
to the fact that we currently have 10 different courses, I have chosen to include documents 
from one of our most popular elective, rather than documenting all of the courses.  I trust that 
this will give you an idea of our academic viability.   
 
The Temple University Event Leadership Executive Certificate program is the only one in the 
world that has had two IFEA Hall of Fame members on its faculty, a fact we are extremely proud 
of.  In addition to our close connection to the IFEA, we maintain ongoing relationships with 
many other industry associations including the Greater Philadelphia Hotel Association (GPHA), 
PHLDiversity, the Pennsylvania Association for Travel and Tourism and the regional chapters of 
HSMAI, ILEA, and MPI among others.   
 
We are proud of our accomplishments in many areas, but the most important element of pride 
comes from the completed works of our students.  An example of a finished portfolio project 
can be found in the section 3 of this submission.  It is truly the equivalent of a master’s thesis. 
 
The 2017 - 2018 period saw a number of changes and improvements in our continuing quest for 
excellence.  For the first time ever, a number of our courses have received approval from the 
Convention Industries Council (CIC) and can now be used as part of the curriculum for a number 
of certification programs.  As we have every year, we completed a comprehensive survey of 
both current and former students in order to assess the viability of the program.  We received 
an overall 4.86 out of 5 rating on the question “Has this program improved your professional 
qualifications?”, and a 4.89 out of 5 rating on the question: “Would you recommend this 
program to your friends and colleagues?”  In assessing each class, our instructors consistently 
receive outstanding evaluations.  The average score for Instructor Presentation Skills was 92.1% 
and the average score for Final Perception of Course was 92.5%.   



We continue to revise and update our website and it has a much fresher, dynamic look.  This 
year we added a welcome video to the site and upgraded the functionality.  You can access the 
site at: http://sthm.temple.edu/event-leadership/. 
 
In March of 2017, we launched a brand new digital marketing campaign, and although it is still 
early, we are receiving an increased number of applicants for the program.  Our new and 
enhanced social media campaign continues to yield very positive results.   
 
Our plans for the future include the development of an on line program for people outside of 
the Philadelphia marketplace and an increased presence in the event consulting field, both 
regionally and nationally. 
 
In conclusion, we recognize that this industry is constantly changing and growing.  It is our 
continued mission to stay ahead of these changes and to execute the finest educational 
program of its kind in the world.  I hope that you find our submission worthy of recognition. 
 
Sincerely, 
 
 
 
Ira L. Rosen; MA, CFEE 
Assistant Professor 
Program Director 

http://sthm.temple.edu/event-leadership/
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Event Leadership Executive Certificate Program 

SECTION ONE  

A. Introduction & History of School/University 

About Temple University 

Temple University was founded in 1884 and currently has almost 38,000 students.  There are over 400 
academic degree programs over 17 schools and colleges in 9 locations.  It is the 27th largest university in 
the United States and the 4th largest provider of professional education the country. 

About the Fox School of Business 

 Established in 1918, the Fox School of Business, Temple University has a distinguished tradition of 
preparing business leaders, professionals and entrepreneurs for successful careers. 
Today, it is the largest, most comprehensive business school in the greater Philadelphia region, and 
among the largest in the world with 8,000 students, nearly 195 full-time faculty and more than 65,000 
alumni. 
Accredited by AACSB International — Association to Advance Collegiate Schools of Business—the Fox 
School offers BBA, MBA, Executive MBA, MBA/MS, MS and PhD programs on campuses throughout the 
region and around the world. 
Its programs continue to be ranked internationally and nationally by leading business publications and 
organizations, such as the Financial Times, The Economist, U.S.News & World Report, and The Princeton 
Review/Entrepreneur magazine. 
The Fox School is thoroughly committed to providing a student-centered education and professional 
development relevant to today’s digital, global economy. That commitment is reflected in the 
integration of technology into the curriculum and classroom, and in the encouragement of 
entrepreneurship and innovation in business and education. It’s also evidenced by the school’s global 
presence and perspective, and by its strategic alliances with the regional and international business 
communities, particularly within the region’s dominant and growth industries in financial services, 
healthcare, information technology, pharmaceuticals/biotechnology, and tourism and hospitality. 

About the School of Sport, Tourism and Hospitality Management  

Temple University’s School of Sport, Tourism and Hospitality Management (STHM) is the largest 
provider of tourism, hospitality, sport and recreation management education in the Philadelphia region 
and an international model for innovative teaching and research. Through classroom instruction, 



experiential learning and executive education, we prepare talented professionals and scholars for 
rewarding careers. Our comprehensive programs and research institutes, led by accomplished faculty, 
are among the nation’s best.  In 2018, the School will celebrate its Twentieth year. 

B. Purpose/Objective 

The purpose of the program is to provide comprehensive educational training in a broad range of 
specialties for those people currently in the industry who want to improve their skills and for people 
who are newly entering the field.  Our objective is to provide them with a high level of training, which is 
provided by a multi-disciplinary faculty with a cumulative experience of several hundred years! 

C. Program was founded/ name of the founder/ background history 

The program was started in 2005 by Dr. Joe Goldblatt, CSEP under the auspices of the Temple University 
School of Sport, Tourism and Hospitality Management (STHM).  STHM is a part of the University’s Fox 
School of Business. 

Dr. Goldblatt is one of our industry’s icons, having literally written the book on Special Events.  He was 
honored in September of 2008 with his induction into the IFEA Hall of Fame. 

The program fills a need for advanced professional certification in the events, festivals, meetings and 
conference industries.  It enables both traditional and non-traditional students to advance their careers 
through enhancing their educational training. 

Since Dr. Goldblatt’s departure from Temple University, the program has been administered by Mr. Ira L.  
Rosen, CFEE, another IFEA Hall of Fame inductee. 

Program Outline 

The only award-winning, comprehensive events planning program that prepares individuals to achieve 
certification in six event fields. The program may be completed in one to two years.  

One of the principal goals of this program is to help professionals working in the Event Leadership field 
to advance with their career. 

The program is offered by Temple University’s School of Sport, Tourism and Hospitality Management, 
the region’s leading provider of management talent for the tourism and hospitality industries. 

D. Total Number of Students/Graduates 

Since its inception in 2005, 612 students have taken a least one course in the program.  144 have 
received their certificate.  There are currently 72 students enrolled in the program. 

 

 



E. Number of Staff Members – Student/Staff Ratio 

The program has a full time faculty member who serves as Program Director (Mr. Ira L. Rosen; MA, 
CFEE) and a Graduate Extern who is the Administrative Coordinator.  There are currently 6 teachers in 
the program. 

Core courses have between 15 and 20 students per class and electives typically have 10 – 15. 

F. Time Frame/Fees 

The certificate can be achieved in one to two years.  We enroll approximately 60 students per year; of 

that number 12-15 receive their certificate within the prescribed team.  Others take part in the program 

for the sole purpose of gaining specific knowledge vs. a complete certificate program. 

Course fees are non-refundable but may be applied to future courses.  

Six courses at $425 each, totaling $2,550 (textbooks are optional and are available at cost) 

Non-refundable, one-time registration fee: $100 

Portfolio review fee: $185 

Total without discount: $2,835 

10% discount is available for those who pay in full. Total due (including all fees) is $2,550. Students who 

pay in full will receive one free textbook ($89 value)  

 

G. Overall Profit/Loss Statement (Through 5/18/18) 

 
Revenue 

 
Expenses 

 
  

  
Tuition $68,440 

 
 Admin overload    $4,444.00 

 
Consulting $8,000 

 
 Fringe Benefits    $1,468.00 

 

   
 Faculty 

 
  $13,680.00  

   Bank Fees    $377.00  

   
Other expenses    $3,874.00 

 

     
  

  
TOTALS $76,440.00 

   
 $20,506.00 

  
         

PROFIT: $55,934.00        

         



H. Program Requirements /Course Descriptions/2018 Schedule 

1. A total of 6 courses must be completed within 2 years of acceptance. Although students may take the 

courses in any order, it is highly recommended that they take the 3 required courses first. They must 

take the 3 required courses and they may select 3 electives.  

2. Completion of 50 - 75 hours of externship, as determined by faculty review.  

3. Submission of professional portfolio.  The portfolio consists of a detailed description of an event from 

concept through completion.  Specific details and guidelines will be provided to each student on an 

individual basis by the Program Director. 

REQUIRED COURSES: 
Introduction to Event Management and Business Success: This course introduces the principles and 

history of the event industry. Designed to both enhance the professional knowledge of those already 

employed within the industry, and to launch new careers, this course builds a solid and firm 

understanding of the industry tools, best practices, business entrepreneurship, industry segments and 

terminology. Event professionals gain valuable instruction from real life scenarios, advice and interactive 

activities.  

Principles of Effective Event Execution: This course explores the operational aspects of industry 

segments, tools and processes. Proven event execution tactics are introduced to understand event 

return on investment. Topics include business model, goal setting, event proposals, RFP development, 

room set up, negotiations, insurance requirements, quality standards, site selection, program 

development, event marketing, and professional development. 

Integrating Event Strategies and Tactics: This course offers a deeper analysis of details pertinent to the 

organization and execution of an event, meeting, conference, sponsorship and social event. Event 

professionals master long term event strategies to sustain event success. Topics include human 

resources, finances and contracts, strategic performance, project management, standard policies, team 

management, event leadership, event technology, evaluation and wrap-up.  

ELECTIVES (Choose 3): 

Event Operations and Risk Management: This course deals in detail with the operational and logistical 

needs of various types of events as well as the insurance and risk management concerns associated with 

these events. What you will learn: How to develop and execute operations plans, timelines and other 

organizational production planning tools, What are the essential elements of risk management, What 

are the essential elements of licenses, permits and event insurance. 

Corporate Sponsorship (Offered in 2 parts, must take Part One prior to taking Part Two): Ideally, your 

event generates multiple sources of revenue. An important source for many events is corporate 

sponsorship. In the first of two electives on corporate sponsorship, you’ll develop a broad understanding 

of corporate sponsorship, how it works, and how this business initiative plays a role in your event. You’ll 



also gain the tools and techniques you need as an event leader to best work with your sponsors and 

meet their needs in the overall management of your events. What you will learn: What corporate 

sponsorship is, how corporate sponsorship differs from corporate underwriting, why corporations 

sponsor, the tools of corporate sponsorship, best practices for event leaders working with corporate 

sponsors and how to know if your event is ready for sponsors. 

5 Critical Steps in Event Planning: Do you know the five critical steps necessary to make your event a 

smashing success? These steps can be applied to any type of event like your next: meeting, wedding, 

religious affair, non-profit event or corporate affair. Every planner must know these steps so that you 

can interview like a pro and execute like a pro. Learn the ins and outs of event planning: RPFs, site 

selection/inspection, contracting, vendor communications and operations.  

Here Comes the Wedding Planner...With A Solid Foundation: In this session, you will learn the history 

and basics of wedding planning and how it relates to the modern day wedding consultant. You'll learn 

tips for developing business structure, identifying key resources and learning professional guidance from 

an experienced and well trained instructor. Armed with the basics of wedding planning, this elective sets 

the stage for the aspiring wedding professional.  

Building a Successful Freelance Career in the Events Industry: The events industry lends itself to 

entrepreneurship and freelance opportunities. In order to succeed however, you need to understand 

the skills that you need, pricing, branding and a number of other critical issues. This course covers all of 

this and more. 

Fundraising: This course will provide you with a solid understanding of fundraising covering areas such 

as annual giving, corporate and foundation relations, major gifts, planned giving and special events. A 

myriad of fundraising techniques will be discussed and analyzed such as direct mail, telemarketing, e-

solicitation, grant writing, and face to face solicitation. Topics including ethics in fundraising, careers in 

development and philanthropy in a recession will also be explored. What you will learn: How to build 

the case for support for your program or event; how to create a pool of prospective donors to approach; 

how to create good solicitation materials; and how to use social networking for fundraising. 

Corporate Event Production: This course will help you to develop project management skills in order to 

produce effective and efficient corporate events, will enable you to link corporate events to corporate 

mission and vision, will teach you to utilize efficient procurement techniques in order to reduce costs 

and improve quality and will help you to measure return on your event investments to demonstrate 

cost/value ratios. 

 

 

 



2018 COURSE SCHEDULE 

• Saturday, January 20, 2018 
o Integrating Event Strategies and Tactics taught by Ira L. Rosen, CFEE 9:00 - 

4:00 Required core course 
o Building a Successful Freelance Career in the Events Industry taught by Katie 

Baer, MTHM 9:00 -1:00 Elective 
• Saturday, February 24, 2018 

o Introduction to Event Management & Business Success taught by Dion Magee, 
CMM 9:00 - 4:00 Required core course 

o 5 Critical Steps in Event Planning taught by Dana Giovinetti Devine, CMP, CMM 
9:00 – 1:00 Elective 

o Fundraising taught by Patrick Feeley, CFRE  1:30  – 5:30 Elective 
• Saturday, March 17, 2018  

o Social Media taught by Dion Magee, CMM 9:00 -1:00 Elective 
o Here Comes the Wedding Planner.. With A Solid Foundation: taught by Dion 

Magee, CMM 1:30 - 5:30 Elective 
• Saturday, March 24, 2018 

o Principles of Effective Event Execution taught by Joseph Brooks 9:00 – 
4:00 Required core course 

• Saturday, April 21, 2018 
o Sponsorship (Part One) taught by Gail Bower 9:00 - 1:00 Elective 
o Sponsorship (Part Two) taught by Gail Bower 1:30 - 5:30 Elective 

•  Saturday, April 28, 2018 
o Integrating Event Strategies and Tactics taught by Ira L. Rosen, CFEE 9:00 - 

4:00 Required core course 
• Saturday, May 5, 2018 

o Building a Successful Freelance Career in the Events Industry taught by Katie 
Baer, MTHM 9:00 - 1:00 Elective 

• Saturday, May 19, 2018 
o Event Operations & Risk Management taught by Ira L. Rosen; CFEE 9:00 – 

1:00 Elective 
•  Saturday, June 23, 2018 

o Corporate Event Production taught by Dana Giovinetti Devine, CMP, CMM 9:00 - 
1:00 Elective 

• Saturday, July 21, 2018 
• Introduction to Event management & Business Success taught by  

o Dion Magee, CMM 9:00 – 4:00 Required core course 
o 5 Critical Steps in Event Planning taught by Dana Giovinetti Devine, CMP, CMM 

9:00 – 1:00 Elective 
• Saturday, August 25, 2018 

o Principles of Effective Event Execution taught by Joseph Brooks 9:00 – 
4:00 Required core course 

o Fundraising taught by Patrick Feeley, CFRE  1:30  – 5:30 Elective 
• Saturday, September 15, 2018 

o Corporate Event Production taught by Dana Giovinetti Devine, CMP, CMM 9:00 
– 1:00 Elective 

• Saturday, September 22, 2018 



o Integrating Event Strategies and Tactics taught by Ira L. Rosen, CFEE 9:00 – 
4:00 Required core course 

• Saturday, October 27, 2018 
o Introduction to Event Management & Business Success taught by Dion Magee, 

CMM 9:00 – 4:00 Required core course 
o Building a Successful Freelance Career in the Events Industry taught by Katie 

Baer, MTHM 9:00 - 1:00 Elective 
o Saturday, November 3, 2018 

o Social Media taught by Dion Magee, CMM 9:00 - 1:00 Elective 
o 5 Critical Steps in Event Planning taught by Dana Giovinetti Devine, CMP, CMM 

9:00 – 1:00 Elective 
o Here Comes the Wedding Planner.. With A Solid Foundation: taught by Dion 

Magee, CMM 1:30 - 5:30 Elective 
• Saturday, November 17, 2018 

o Principles of Effective Event Execution taught by Joseph Brooks 9:00 – 
4:00 Required core course 

o Sponsorship (Part One) taught by Gail Bower 9:00 – 4:00 Elective 
o Sponsorship (Part Two) taught by Gail Bower 1:30 – 5:30 Elective 

• Saturday, December 8, 2018 
o Event Operations & Risk Management taught by Ira L. Rosen, CFEE 9:00 – 

1:00 Elective 

 

Faculty 

All of our courses are taught by highly regarded industry professionals who are involved in the Event 

Management business on a daily basis. They have a combined total of well over 300 years of experience 

in the industry and many have been recognized internationally by professional associations.  

The program’s director is IRA L. ROSEN, MA, CFEE, a producer and consultant with over 30 years of 

professional experience in the industry. Ira is an Assistant Professor at Temple University and is the 

owner and CEO of Entertainment On Location.  He has worked on multi-million dollar parades, super 

bowl half time shows and has provided his consulting expertise to clients around the world and is an 

adjunct instructor in Temple University’s School of Tourism and Hospitality Management. He is an 

inductee into the International Festivals and Events Association (IFEA) Hall of Fame. 

GAIL S. BOWER,  President, Bower and Co. Consulting, LLC. Gail has over 20 years of experience 

producing and marketing festivals and managing corporate sponsorship programs. Events include New 

Orleans Jazz and Heritage Festival and JVC Jazz Festival.  Gail is a frequent contributor to IE Magazine 

and has done webinars for the IFEA. 

DANA R. GIOVENITTI-DEVINE, CMP, CMM: Director of Marketing – Morton’s Steakhouses, former 

Independent meeting planner, and prior to that Senior Meeting Planner with PriceWaterhouseCoopers 

LLP. Dana has a long career in meeting planning and is the past president of the Philadelphia Chapter of 

Meeting Professionals International (MPI). 



DION MAGEE, Independent Entrepreneur - Event & Wedding Lifestyle Expert. Dion was named Event 

Solutions Corporate Planner- of-the-Year several years ago and is the founder and publisher of Black 

Bride & Groom Magazine. Dion is the former Event and Meetings Manager for Verizon and GTE and 

former Regional Director for Helms Briscoe. 

PATRICK FEELEY, CFRE;   Executive Vice President and Chief Development Officer, Caron Treatment 

Center; formerly Director of Institutional and Event Fundraising at Children’s Hospital of Philadelphia. 

Patrick has been fundraising in the non-profit sector since 1993 and he oversees the areas of corporate 

advancement, foundation relations, cause-marketing and special events for CHOP. He is a board 

member of the Clean Air Council and the Association of Fundraising Professionals International. 

JOSEPH BROOKS, President and CEO, Liberty Chapter of the USO. Joe has over 20 years of the 

experience and in successfully higher levels of responsibility at the Penn’s Landing 

Corporation/Delaware River Waterfront Corporation was responsible for developing many of their 

nationally recognized programs including the RiverRink and July 4th fireworks shows. 

and NJ chapters of MPI, and in several chambers of commerce and women's groups. 

KATIE BAER, MTHM, Independent Event Manager.  Katie is an Independent Event Manager who 

serves as the Chapter Manager of Entrepreneurs Organization (EO) Philadelphia. Her diverse 

experience ranges from corporate learning events and wine festivals to national conferences and 

major music festivals. Her expertise is in organizational logistics and designing a strong brand 

around events. She received a Master’s Degree in Tourism and Hospitality Management from 

Temple University and previously received and Bachelors of Architecture in Interior Design from 

Kent State University. 

I. Practical Event Experience 

Each student must complete 50 – 75 industry related externship hours prior to the completion of their 

coursework.  Additionally, the final element of the program is a comprehensive portfolio describing an 

event from start to finish including all  aspects of the educational milestones achieved through the 

required and elective courses.  An example of a completed portfolio is attached. 

J. Overall Effectiveness 

85% of our students stated that they had high expectations for the program upon beginning their course 
work.  At completion, 93% rate their perception as high or extremely high.  

Although we do not specifically track success, our alumni are in many prestigious positions throughout 

the region.  Companies in which they work include: 

 1. City of Philadelphia Office of Special Events 

 2. Camden County Chamber of Commerce 

 3. Philadelphia Flyers Foundation 

 4. Visit Philly 



5. Allied/Universal Security 

6. Lincoln Financial Foundation 

7. Philadelphia Convention and Visitors Bureau 

8. Sugar House Casino 

  

2. Supporting Question:  

Our biggest challenge continues to be increased competition, particularly in the on-line arena.  We 
continue to explore these opportunities, but in doing a competitive analysis of the on-line programs, it is 
apparent that there is a significant amount of investment in the marketing of the programs.  From a 
content perspective, we are confident that we could exceed the quality of any competitive program, but 
we are concerned about the marketing cost and bandwidth.  Rather than spinning a lot of wheels in this 
area, we are continuing to enhance our in person offerings and we are exploring other revenue sources, 
such as consulting.  Consulting requires very little investment and has the potential for a significant 
financial return with the added benefit of giving our students real world opportunities, which continues 
to be one of the major components of our success. 

As outlined above, our program has implemented a number of positive changes for the 2017/2018 year.  
Among these are the enhanced website, enhanced recruitment materials, ongoing curriculum changes 
and continued re-evaluation of our success or failure going forward.  As a measure of some of our 
success our enrollment numbers are up, as are our revenues.  

Part of our ongoing goal is to be constantly improving as we move forward and our means of 
accomplishing this goal is through a constant evaluation of our program, both internally and externally.  
As competition in this market grows, constant reinvention becomes even more important. 

 

 

 

 

 

 

 

 

 



SUPPORTING MATERIALS 

SECTION TWO – Student Manual 

Part One: 

Welcome! 

Dear Event Leader,  

Throughout the world, the universal word for hospitality is the simple term, “Welcome”.  Although the term 
has been translated into many different languages, from “Shalom” in Hebrew, to “Sabah Al Kher” in 
Arabic, the meaning is always the same.   

 

The term welcome originated from the Old English and later Middle English word welcumian. It literally 
means, welcome guest.  And now that you have been admitted to the Temple University School of 
Tourism and Hospitality Management Event Leadership Executive Certificate Program, you are our most 
welcome guest. 

 

This program was designed with you in mind.  It is the first program in higher education to link the major 
events industry certification programs to enable you to select the best career path and pursue your goals 
in a time efficient manner.  Through this program you will meet experienced, award winning Event 
Leaders, receive the most current information regarding trends and forces that are driving the future of 
this profession, and network with your peers to establish lifelong friendships and valuable professional 
relationships. 

 

This Official Student Manual has been prepared to answer the most common questions and to provide 
you with a guide for successfully complete this program.  I hope you will retain this guide for future use 
and refer to it when needed to help you advance in your career.  For your convenience, an electronic 
version is available on each of the course Blackboard web sites. 

 

A fable in ancient China tells that when their parents became ill, frail, and near death, their children would 
place them on their backs and carry them up to the top of the mountains where they could die in peace.  
One day a son was carrying his mother through the thick brush of the mountain pass and he noticed that 
she was breaking off branches as he ascended the mountain.  “Mother, what are you doing?” he asked.  
The wise old mother replied, “Son, I am creating a path for you to help you find your way in the world.” 

 

Many hands have joined together to create the first ever Event Leadership Executive Certificate Program  
to help you find your way in one of the greatest industries in the world.  As you enter and explore the 
excitement industry known as Event Leadership, please let us know how we may help you as you find 
your own way.  Good luck! 



                                                         

Part Two: 
 

Program Requirements and Key Contact Information 
 

A. Program Requirements 
☼A1. Completing the Program 

Successful completion of the Event Leadership Executive Certificate Program requires 
completion of three learning modules.  The three learning modules include six courses (three 
eight hour core classes and three four hour electives) 50 - 100 hours of supervised practical 
learning/externships (as determined by the Program Director), and submission of an Event 
Leadership Executive Portfolio.  The three core or theoretical framework courses represent the 
body of knowledge within Event Leadership and encompass the major competencies of six 
leading events industry certification programs.  Three additional elective courses provide 
specialization in specific Event Leadership fields such as corporate, entertainment, sport, and 
sponsorship.  The 50 - 100 hours of practical learning experience enables the student through 
observation and practice to apply their classroom learning and study to real practice settings.  
Furthermore, the practical learning opportunity enables the student to enhance their resume and 
increase their attractiveness to future employers.  Finally, an Event Leadership Executive 
Portfolio is the capstone project in the program.  Working with a designated mentor, the student 
will research, design, plan, coordinate, and evaluate a live event and document this process 
through an extensive written document.  The Executive Portfolio is linked to the ninth externship 
to enable you to receive externship credit while documenting the event with supervision by both 
industry and faculty event leaders.  The Event Leadership Executive Portfolio is similar to the 
requirements for the Certified Special Events Professional (CSEP) portfolio, however it also 
includes career goals, career path plans and tactics, and evidence of career success (letters 
and other collateral information from the students practical learning experiences).  The primary 
purpose of the Event Leadership Executive Portfolio is to provide you with an effective tool for 
career advancement in the global events industry. 

The Event Leadership Executive Certificate Program may be completed in one year to 
18 months.  The length of time for completion of the program is dependent upon the student’s 
ability to complete the course work, 50 - 100 hours of practical learning, and the Event 
Leadership Executive Portfolio.   

Note:  The Event Leadership Executive Certificate Program must be completed within 
two years following attendance at the first course.  If a student does not complete all 
program requirements within two years, the student may be required to either re-apply 
for admission or repeat specific courses.  Students who receive an assessment of poor 
or unsatisfactory with any individual module may at the discretion of the executive 
director repeat the module one time.  

 



                                           

☼A2. Course Structure 

 Each core course is eight hours in length; each elective course is four hours in length.  
Each course is facilitated by an experienced industry leader.  Courses may include guest 
speakers from relevant industry sectors as well as site visits to event facilities.  Each course will 
include lectures (summarized in the Power Point slides downloadable from Blackboard), case 
studies (summarized in the Course Guidebooks downloadable from Blackboard), and exercises 
and activities to promote retention, understanding and application of specific theories, formulas, 
and concepts. 

☼A3. Course Sequencing and Pre-requisites 

 The three Event Leadership core conceptual framework courses are pre-requisites for 
the elective courses.    It is strongly recommended that The Introduction to Event Management 
and Business Success course be completed first, however there is no requirement for the 
sequence of the conceptual framework courses.   The three conceptual framework courses are:   

 Introduction to Event Management and Business Success 
 Integrating Event Strategies and Tactics  
 Principles of Effective Event Execution 

Following successful completion of the three Event Leadership conceptual 

 framework courses, three specialized courses must be completed. The externships may begin 
at any time following approval from the executive director.  The Executive Portfolio process may 
begin after completion of all course work (six courses) and upon approval of the Executive 
Portfolio concept by the executive director.   

☼A.4 Faculty 

 The faculty includes national and international leaders in the events industry.  Many of 
the faculty have won Event Solutions Spotlight™, Special Events Gala™ awards, and have 
been inducted into the Events Industry Hall of Fame.  A team approach is used in the classroom 
with industry event leaders and academic researchers working together to provide students with 
both theoretical and practical approaches to enable them to improve the Event Leadership 
skills.  In addition to the program faculty, from time to time, guest speakers will be invited to 
provide specialized topics and students will visit event facilities to discover new resources 
through onsite inspections.     

☼A5. Externships: Applied Learning  

 The purpose of the externship is to provide students with a practical learning experience 
as well as enhance the student’s resume to promote continuous professional advancement. 

 Six - Nine separate externships are required for completion of the externship component 
of the program. 



 Externships must be with organizations that relate to students career goals. Externships 
may only be conducted within the student’s current organization (place of employment) when a 
person other than their work supervisor supervises them in a different work unit. 

 The Program Director must approve each externship in advance. Each externship 
should represent a progressive level of difficulty and responsibility for the student to 
demonstrate continuous improvement as an Event Leader.  Pre and post reporting forms must 
be submitted in order for students to receive credit for participation in the externship modules. 
These forms will be completed by the student, the industry supervisor, and the academic 
mentor.  

☼A6. Event Leader Executive Portfolio 

 The Event Leader Executive Portfolio is the capstone assignment for the program.  It 
represents the culmination of all program learning and externship experiences.  The Program 
Director must approve the Executive Portfolio in advance.   

Students shall provide a project proposal for approval by the Program Director at least 
four months prior to the estimated date of final completion and submission of the Executive 
Portfolio. 

Students will receive continuous online and other feedback from the Program Director 
during the Executive Portfolio learning module.  The three phases of the module are the review 
and approval of the portfolio proposal, the review and comments on the first draft, and the final 
review and assessment of the final draft. 

☼A9. Commencement 

 Upon satisfactory completion of all program modules (course work, externships, and 
Executive Portfolio) the student will be eligible to receive their Certificate.  The official Event 
Leadership Executive Certificate will be mailed to the student upon satisfactory completion of all 
modules and final payment of all fees. 

B. Key Contact Information 
 

Mr. Ira L. Rosen; CFEE Program Director 

Office telephone: 215-204-6126 

Facsimile: 215-204-8705 

Email: irosen@temple.edu 

 Mailing Address:  321 Speakman Hall (006-68) 

    1810 North 13th Street 

    Philadelphia, PA 19122 

mailto:irosen@temple.edu


 

 

 

Course Completion Planning Work Sheet 

Use the following work sheet to help you organize your schedule for completing the Event Leadership 
Executive Certificate Program. 

 

 

Event Leader Executive Certificate Program 

Course Completion Worksheet 

 

COURSE/EXTERNSHIP/PORTFOLIO          DATE 

1._______________________________________ 

 

2._______________________________________ 

 

3._______________________________________ 

 

4._______________________________________ 

 

5._______________________________________ 

 

6._______________________________________ 



 

7._______________________________________ 

 

8._______________________________________ 

 

9._______________________________________ 

 

10.______________________________________ 

 

11.______________________________________ 

 

12.______________________________________ 

 

13.______________________________________ 

 

14.______________________________________ 

 

15.______________________________________ 

 

16.______________________________________ 

 

17. GRADUATION!__________________________ 

 

 
 

 



Part Three: 

Executive Externship Information and Forms 

 

Introduction 

The primary purpose of the externship is to provide you with a practical, applied learning 
experience that affords real world experience.  The secondary purpose of this module is to 
enable you to expand your career experience through a wide variety of different practical 
learning opportunities.  At the completion of this module your resume should reflect at least nine 
different learning opportunities in Event Leadership.  As a result of this learning module you will 
be able to list within your resume that you have “observed”, “coordinated”, “managed”, and “led” 
a wide variety of professional events for several different types of event organizations.  To 
achieve this goal follow the following five steps. 

 

√ Step One 

Identify your general career goal as an Event Leader.  In the first course, The 
Event Solutions Process you were introduced to a wide variety of different career 
opportunities for Event Leaders.  Identify your first, second, and third choice then 
focus your practical learning efforts in this direction. 

 

√ Step Two 

Research the event organizations that will best help you achieve your career goal 
through a practical learning experience.  Resources for this research can be 
found in the Links section of your Blackboard courses.  Use these links to identify 
event organizations where you may inquire about a practicum experience. 

 

√ Step Three 

Contact the event organizations where you desire to complete your practical 
learning and explain that you are a student at Temple University’s Event 
Leadership Executive Certificate Program and desire to either observe, 
coordinate, manager, or lead a professional event.   

 

 



√ Step Four 

When you receive a positive response from the event organizations you have 
contacted, complete the practicum approval form “A” and submit it to the 
executive director for review and feedback.  Once you receive approval, you may 
begin the practicum. 

 

√ Step Five 

Request your industry supervisor to complete the practicum form “B” with you 
before you commence the assignment.  At the conclusion of the practicum 
request that the industry supervisor complete and sign your form (“B”).  Make 
certain you complete the learners practicum form “C” and submit it to the 
Program Director for final credit for the practicum. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

A. Externship Program Approval Form 
 

Instructions:  Complete and submit one approval form for each practicum learning assignment.  Please print or 
submit electronically. 

 

1.  Student name: __________________________________________  

 

2.  Student’s Event Leadership career goals (list primary, secondary and tertiary career goals by listing 1, 2, and 3 
beside the following Event Leadership fields.) 

 

___Association meeting/convention planning 

___Corporate event planning 

___Exhibition management 

___Festival management 

___Incentive travel   

___Wedding planning 

___Other events(describe:_________________________________) 

 

2.  Event Leadership externship organization name: 

 

 

3.  Event Leadership externship organization type named above: 

 

___Association meeting/convention planning 

___Corporate event planning 



___Exhibition management 

___Festival management 

___Incentive travel   

___Wedding planning 

___Other events(describe:_________________________________) 

 

4.  Event Leadership externship  industry supervisor: 

 

Name       Title 

 

5.  Event Leadership practicum industry supervisor contact information: 

 

Email:____________________  Telephone:_____________________ 

                                                                      Area code and number 

Organization Web site: www._________________________________ 

 

--------------------------------------------------------------------------------------------------------------------------------- 

 

Office Use Only 

_______Approved 

_______Requires counseling prior to approval 

 

 

_________________________________________________________ 

Program Director     Date 
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http://www._________________________________/


 

 

B. Externship Industry Supervisor Pre and Post 
Evaluation Form 
 

Instructions:  Complete one form for each externship learning opportunity.  Please print or submit electronically. 

 

1.  Student name:__________________________________________________ 

 

2.  Externship learning organization name: 

 

___________________________________________________________ 

 

3.  Industry supervisor name:_________________________________________ 

 

4.  Pre-externship learning outcomes agreed to by industry supervisor: 

(Examples: Observe event planning process, coordinate volunteers, manage vendors, lead event team) 

 

• ______________________________________________ 

• ______________________________________________ 

• ______________________________________________ 

 

5.  Post-externship learning outcomes evaluation by industry supervisor. 

Scale: 1=Needs improvement 2=Satisfactory, 3=Very Satisfactory, 4=Good, 5=Excellent)   

 

            Learning goal/outcome (as shown in number four above)           Score 



• _____________________________________________               _____ 

• _____________________________________________               _____ 

• _____________________________________________               _____ 

Comments, recommendations:_________________________________________ 

 

 

Total hours of externship:______________ 

_____________________________________________________________________________ 

Certification of completion (signature), Industry supervisor                                          Date 

------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

 For Office Use Only 

Date submitted:___________________________________ 

Date reviewed:____________________________________ 

Total continuing education units (CEU’s):_______________ 

Notes: 

 

Copyright 2009, Temple University Event Leadership Executive Certificate Program 

 

 

 

 

 

 

 

 

 

 



 

C. Learner Pre and Post Evaluation Form 
 

Instructions: complete one form for each externship learning opportunity. Please print or submit electronically. 

 

1.  Student name:__________________________________________________ 

 

2.  Practicum learning organization name: 

 

_________________________________________________________________ 

 

3.  Industry supervisor name:_________________________________________ 

 

4.  Pre-externship learning outcomes agreed to by industry supervisor: 

(Examples: Observe event planning process, coordinate volunteers, manage vendors, lead event team) 

 

• ______________________________________________ 

• ______________________________________________ 

• ______________________________________________ 

 

5.  Post-externship learning outcomes self-evaluation by learner. 

Scale: 1 = Needs improvement, 2 = Satisfactory, 3 = Very Satisfactory, 4 = Good, 5 =Excellent)   

 

            Learning goals/outcomes (as shown in number four above)         Score 

• _____________________________________________               _____ 

• _____________________________________________               _____ 



• _____________________________________________               _____ 

Students comments and  recommendations for improvement:_________________________________________ 

 

 

Total hours of externship:______________ 

_____________________________________________________________________________ 

 

 

Student signature                                              Date 

 

_ _ _ _ _ _ _  _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _  _  

For Office Use Only 

Date submitted:___________________________________ 

 

Date reviewed:____________________________________ 

 

___________Accepted 

 

___________Requires counseling prior to acceptance 

 

Total continuing education units (CEU’s):_______________ 

Notes: 
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Part Four: 

Executive Portfolio Information and Forms 

 
Purpose 

The Event Leadership Executive Portfolio has a dual purpose and benefit for you and your 
career.  First and foremost, it is the capstone of your learning process in the Event Leadership 
Executive Certificate Program and demonstrates your ability to integrate, synthesize, and apply 
the various learning modules, guest speakers, executive practicums, and other experiences 
within this comprehensive program.  The second purpose is to provide you with a valuable 
employment and career advancement tool to show to a prospective or current employer as 
evidence of your current and future abilities as an event leader. 

 

Information 

The Event Leadership Executive Portfolio (portfolio) process should commence after you have 
secured and completed the third executive practicum (externship).  It is important for you to 
have a thorough introduction and grounding in the theories and practices of Event Leadership 
prior beginning this capstone project. 

 

The portfolio process is guided by the Program Director.   

 

These steps should be followed to complete the portfolio: 

 

1. Select and receive permission from an event sponsor to complete your  
portfolio.   

2. Complete the portfolio approval form and submit to the Program Director for  
Review and approval.  

3. Provide a draft review of your portfolio to the Program Director at least four  
weeks prior to the estimated completion date.  This draft may be in electronic format. 

4. Submit a final draft (hard copy in format listed below) to the Program Director  
for final review and grading. 

5. Provide any revisions required by the Program Director within the time frame  
assigned. 



 

Acceptable Portfolio Projects 

The portfolio describes, deconstructs, and analyzes a professionally produced event.  This 
event may be an association convention, conference, meeting; a corporate conference, 
convention, or meeting; an exhibition; a festival; incentive travel program, reunion (family, 
military, or school) social life cycle event (wedding, bar or bat mitzvah, birthday, anniversary) or 
any other event approved in advance by your faculty mentor.   

 
You should select a portfolio event that meets the following criteria.  First, it is a portfolio event 
that can be completed within the time frame you and your faculty mentor agree to.  Second, it is 
an event whose completion will help move you closer toward your specific career goal as an 
Event Leader.  

Portfolio Components 

The following components (in this precise order) must be included in the draft and final portfolio.  
Each section shall not exceed five double spaced pages.  Each section will include citations 
(references) from the event leadership literature or interviews to support your assumptions. 

 

Cover Page  

Table of contents 
Part One:  Executive summary and description of rationale for selecting this event and 
relevance to your career goals. 

1=Needs improvement  2-3=Satisfactory  4=Good  5=Excellent 

Part Two:  A thorough description of the strategic planning process for this event 
including the types of stakeholders and the process used for identifying the mission and 
vision for your event. 

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  

Part Three:  A thorough description of your strategies and tactics for cultivating new 
business through this event.  This section should address how your event will be used to 
grow the business for your organization.  A three-year financial pro-forma should be 
included in this section.  This section should also address the financial philosophy for 
this event: (i.e.) loss leader, break even, or for profit (generate excess over expenses). 

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  

Part Four:  A thorough analysis of the human resource needs for your event.  This 
section should also describe the role and scope for each key human resource position.  
A formal, traditional organizational chart should be included in this section.  Finally, this 



section should describe how each different human resource unit (staff, vendors, 
volunteers) will be led. 

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  

Part Five:  A thorough analysis of the financial administration of your event. This section 
must include a budget, profit and loss statement, and balance sheet. 

Notes should be included with the budget to describe individual expenses.  The budget 
must describe the variance between gross and net profit and the formula you used for 
achieving net profit. 

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  

Part Six:  A thorough strategic marketing plan for your event should be provided. 

The strategic marketing plan will include price, product, place, promotion, public 
relations, and positioning opportunities.  Furthermore, the plan shall include a financial 
analysis of how you will measure the return on marketing (ROM) for this event.  
Examples of marketing materials (advertisements, media releases, public service 
announcements, audio and video news releases, descriptions of stunts, and other 
marketing tactics should be included.  

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  

Part Seven:  A thorough description of your process for creating the event should be 
described.  The event creation process should include the SWOT analysis, the 
brainstorming process, and the methodology for selecting the venue and the vendors to 
support the event.  This section should include your description of the request for 
proposal (RFP) and site inspection process. 

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  

Part Eight:  A thorough description of your process for orchestrating the event should be 
described. This section should include your process for negotiating, contracting and 
supervising the venue and the vendors.  Furthermore, this section should include your 
policies, procedures, and practices for on-site supervision during this event. 

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  

Part Nine:  A thorough description of the risk management and safety considerations for 
your event should be provided.  This analysis should include the process for conducting 
risk assessment and safety meetings as well as how you will apply the ART (avoidance, 
reduction, and transference) principles of risk management to this event.  Finally, a 
complete description of all insurance products recommended for this event should be 
included along with your rational for these investments. 

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent  



Part Ten: A thorough description of your process for continuous professional 
development should be provided.  This process should include how you will 
evaluate each event, including the one used for your portfolio, as well as broader 
career goals.  You should address future learning opportunities and the 
acquisition of credentials including specific certifications. Finally, you should 
include a ten-year plan for professional development and list the milestones you 
plan to achieve each year including certification, advancement, promotion, and 
increased earnings.  You must also address how you will seek to balance your 
career with personal priorities to achieve a sense of balance within your life. 
1=Needs improvement  2-3=Satisfactory  4=Good  5=Excellent  

Appendices:  The appendices should include the following documents. 

A.  Updated resume in the approved format.   

1-3=Poor  4-6=Fair  7-8=Good  9-10=Excellent 

B.  At least five letters of reference from your executive practicum supervisors. 

1 point per letter 

C.  Letter of endorsement from your event portfolio sponsor. 

1 point 

References:  The references should include the books, articles and interviews you have 
researched to support your assumptions and arguments in your executive portfolio.  The 
following format should be used consistently. 

1=Needs improvement  2-3-Satisfactory  4=Good  5-Excellent 

 
 
Examples of formatting for references: 
 
Books 
Goldblatt, Joe (2005) Special Events, 4th edition, John Wiley & Sons, Inc.: New   

York, NY 

 

Articles 
Getz, Donald (1999) Valuing Event Sponsorship, Journal of Event Management,  pp.22-30, 

Cognizant Communications: Ithaca, NY 

 

Interviews 
Steeg, James (2005) Personal Communication  



  
Executive Portfolio Approval Form 

 

Instructions:  Complete all information.  Print or submit electronically. 

Submit final form to event sponsor and faculty mentor for written approval. 

 

Student name: ____________________________________________________ 

 

Student e-mail: ___________________________________________________ 

 

Event date (s): ___________________________________________________ 

 

Event organizational sponsor: _______________________________________ 

 

Event industry supervisor: __________________________________________ 

 

Event industry supervisor e-mail_____________________________________ 

 

Estimated event scope: ____________________________________________ 

 

Number of estimated attendees:____________  

 

Budget: $___________________ 

 

Event leaders role in the event: (check one) 

____Leader of overall event   _____Manager of specific function (i.e. catering or volunteers)    _____Coordinator of specific function 
(i.e. concessions, merchandise, risk management. 



 

Approval by event industry supervisor and faculty mentor for documenting this event for an executive portfolio: 

 

______________________________________   _________________ 

Event industry supervisor      Date   

 

 

 

For Office Use Only 

 

Estimated date of receipt of first draft:_________________ 

 

Estimated date of receipt of final draft:_________________ 

 

Actual receipt of final draft:___________________________ 

 

Accepted:__________________________________________ 

 

Accepted with revisions:_____________________________ 

Notes/Comments:  
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Part Five: 

Career Networking Information 

Introduction 

One of the major benefits of the Temple University Event Leadership Executive Certificate 
Program is the opportunity for career networking to advance your career.  The following 
information will assist you with rapidly advancing your career success. 

Steps to Career Success 

The steps to future career success include research (identifying where you want to be and 
understanding what it takes to get there), building the right tools, refining your tools, and finally 
deploying and adjusting your tools throughout your career. 

Research 

Describe the culture, function, geographic location (s), and compensation you desire in a future 
career.  Use these factors as your compass to guide your journey.  List the sources of future 
employment and include referrals from friends, faculty, and others.   Visit External Links on 
Blackboard for a comprehensive listing of the event organizations that can help you reach your 
prospective employers in the future. 

Tools 

Create a database of between 30 and 50 prospective event leadership employers.  Create a 
“query” letter and send to prospective employers to request a meeting. Revise your resume 
using the model below.   

Using Your Tools 

Use every interview to seek more referrals.  Always send a thank you note (hand written) after 
each interview. 

Refining and Sharpening Your Tools 

Continually improve your list of prospective employers by analyzing what is working and what is 
not.  Customize your resume as needed. 

Additional Tools 

The following tools (Rx for Career Success and model resume) will help you advance your 
career.  If you have more questions please contact the executive director or your faculty mentor. 

 

 



   
         Successful Event Leaders Follow These... 

 

I have received numerous requests from students for assistance in finding a new 
position in the Event Management field.  The following principles or steps have helped 
many others who followed them.  I encourage you to try this formula and let me know of 
YOUR SUCCESS. 
 
1. Visit the E-Recruiting Website often to see new listings that are posted. 
2. Use Microsoft Access or another database to compile a listing of at least 30 and no 

more than 50 prospective Event Management employers.  Only list those who 
actually have a position in your salary range. 

3. In the letter start with a strong statement about your unique abilities such as “I am 
uniquely qualified due to ___years experience in your field” and then ask for an 
appointment to discuss “career opportunities”.  Close the letter by stating you will be 
calling for an appointment. 

4. Call at 8am or 5pm to avoid the “gate keeper”.  Ask the prospective employer if they 
can see you on Tuesday at 10am or Thursday at 4pm or two other choices.  Give 
them a clear choice.  If they say “not available” ask if you can send them additional 
information about yourself for future reference.  Also ask them if they know of two 
other people who may have positions.  ALWAYS THANK THEM FOR THEIR TIME 
NO MATTER HOW BRIEF. 

5. If you get the appointment do not show your resume until the end of the meeting.  
Bring several questions about their organization to serve as discussion triggers.  At 
the end of the meeting state "I would welcome the opportunity to work for an 
organization like this."  LET THEM KNOW YOU WANT THE JOB.  Never leave 
without asking for additional referrals. 

6. If you do not get the appointment send them and the other 30-50 contacts a post 
card with your name, e-mail, and other contact information plus two or three bullet 
points about your abilities.  The card should read: Jane or John Doe, Event 
Manager, -__ +Years Professional Experience, -Marketing (or other experience), -
Certificate or Master’s Degree from Temple University. 

7. Send the post card out on the same day and each month for six months.     
 

Good Luck! 
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Model Resume for 
Event Leaders 

 
 

Name 
Address 
Phone 
Email 

 
Career Objective:  To use my experience, education, and talent to rapidly advance a 
high quality events organization. 
 
Events Experience 

• Led conference with 500 attendees and $25,000 budget 
• Coordinate parade with 1000 participants and $100,000 budget 

 
Other Professional Experience 

• Managed marketing program for not for profit agency that increased sales by 
50%  

• Developed brochure copy for fund raising campaign that increase response rate 
by 25% 

 
Education 

• Graduate, with distinction, The Temple University Event Leadership Executive 
Certificate Program  

 
Honors 
Executive Director’s Award of Distinction for Executive Portfolio   
 
Technology 

• Access 
• Microsoft Word™ 
• Microsoft PowerPoint™ 
• Microsoft Excel™ 
• Microsoft Project™ 
• Computer Assisted Drawing and Design (CADD) 

 
Languages 

• Spanish, Extremely proficient 
• French, Moderately proficient 

 
References Available Upon Request 
 
 
Copyright 2009, Event Leadership Executive Certificate Program 
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Part One: Executive Summary 
 

The Best of the Lehigh Valley Celebration is an initiative of Lehigh Valley Style magazine that 

brings to life the print publication for its readers by integrating content, live experiences, sponsors and 

the community to create a buzz worthy experience showcasing what the Lehigh Valley has to offer. This 

is done in a unique and out of the box way that is unparalleled in the current local market. The event 

strives to donate a considerable portion of proceeds to local nonprofit, Laughing at my Nightmare 

whose mission is to provide funding for muscular dystrophy research.  

On Thursday July 13, 2017, Lehigh Valley Style Magazine hosted the 4th annual Best of the 

Lehigh Valley Celebration at the Sands Bethlehem Event Center and Vision Nightclub. The annual event 

brought a crowd of 550 readers, business owners, influencers and Best of the Lehigh Valley winning 

businesses to enjoy an evening celebration of entertainment, food sampling, activations and networking 

to celebrate Lehigh Valley Style’s Best Of the Lehigh Valley print edition of the magazine. 

The Best of the Lehigh Valley editorial featured in the July edition of the magazine highlights 157 

reader-nominated winning businesses in the categories of food & drink, health & wellness, shopping & 

beauty, entertainment & nightlife, leisure & recreation, services & help and family & kids. Food & drink 

winning businesses are invited to the celebration to offer samplings of their winning or popular menu 

items, such as best hot dog, best French fry and best cheesesteak at the event to Lehigh Valley Style 

readers, influencers and the local community.  

The 2017 Best of the Lehigh Valley Celebration was a 3-hour long evening event that featured a 

Candyland event theme where guests were immersed in a balloon candy decor atmosphere and invited 

to follow the Candyland path to sample 19 winning food & drink vendors offering menu items including: 

best cupcake, best pizza by the slice, best sangria, best hot dog, best local beer and more. A 



complimentary candy bar provided by event partner, Lolli and Pops allowed guests to sample the latest 

treats and with a coupon, receive a bag of champagne gummy bears. Continuing on the lollipop path 

around the event center, RCN activated with an ice cream tattoo station and local Best Event Decor 

Specialist created a custom lollipop step & repeat wall where guests could pose with inflatable candy 

props and take live GIFs and photos with an interactive photo booth. Rounding out the center of the 

event was presenting sponsor, beautyblender’s activation area that featured a 20 x 30 LED dance floor 

lounge area complete with white couches and ottomans, oversized lollipop decor and makeup artists 

providing makeup touchups using the latest beautyblender products. Guests were also encouraged to 

check out the elaborate beautyblender display table integrating product and candy that created a 

standout visual. A candy soundtrack filled the event center in between set breaks by local acoustic duo 

on the stage area. 

All Best of the Lehigh Valley winning businesses were given access to the Winners’ Lounge area 

featuring massages by “Best place to get a massage”, exclusive food sampling from Mr. Bill’s Poultry 

Market, tables and seating for relaxation and distribution of their award certificate and 2017 swag bag. 

The event brought 600 attendees, raised $1,070 for Laughing at My Nightmare and garnered a 

$5,828 profit for Lehigh Valley Style.  

As the marketing & events coordinator for the magazine, I am solely responsible for every 

aspect of the Best of the Lehigh Valley celebration from start to finish. From creating unique 

correspondence of notifying the winners of their awards to establishing an event theme, I work on all 

aspects of this event. I select participating vendors, coordinate permitting, decide on decor, work with 

sponsors, handle the marketing & promotions and ticket sales and deal with the overall budget. I 

consider this event a stepping stone into what I hope to grow into as my career moves forward. I enjoy 

the event planning process of bringing a brand to life and integrating sponsored experiences to create 



an overall story to gain buzz, engagement and brand advocates. As I move forward, I hope to do similar 

events on a larger scale in larger markets with bigger budgets and a focus on strategic planning. I hope 

to work in more brand building with global companies by tying marketing and events together to create 

branded experiences for guests. 

Part Two: Strategic Planning 
 

According to the Dr. Joe Goldblatt, there is a five-phase process for event leadership with 

research and evaluation as the two most important phases (Goldblatt, 2014). Within these phases, there 

is a need to ask three critical questions: 1. Is the event feasible? 2. Is the event viable? 3. Is the event 

sustainable? While looking at the Best Of the Lehigh Valley (BOTLV) celebration, the Lehigh Valley Style 

(LVS) team decided that with myself on board and the help of interns, event partners and sponsors, that 

BOTLV would be feasible to execute within a seven month timeframe. Since the editorial is published 

annually, the event is sustainable and set to grow and improve each year. The next step in the research 

process is answering The Five W’s (Goldblatt, 2014, p. 50-51): 

Why is the event occurring? Since the inception of the first BOTLV in 2014, the goal of the event 

has always been to bring to life the BOTLV editorial within the magazine. This is our one chance a year to 

allow the public to sample reader-voted award-winning food & drink at a unique celebration. With the 

shift in print media, it is necessary to offer experiences to readers in which they can immerse 

themselves in all that the brand has to offer. This immersion of editorial meets live experience is one of 

the sole purposes of BOTLV. A secondary and equally important reason is to showcase the local award-

winning restaurants to new potential customers and to be that executive source of information. Our 

readers are consistently looking for things to do in the Lehigh Valley area and we have learned that they 

have historically enjoyed attending other events that we have hosted. Since its start, BOTLV has been 

both a win for the magazine as a marketing avenue while also fulfilling a need for the community to 



enjoy food, drink and entertainment in a relaxed and unique atmosphere. When discussing the 2017 

BOTLV, we gathered our findings from 2014 and learned that it has consistently grown over its lifespan. 

Starting off with 220 attendees in its first year and growing to 600 attendees in its fourth year, we had 

concrete proof that the event has been a success and has grown in popularity amongst our readers and 

the community. Without any competition from other publications within our region, we have been able 

to grow and build this event to be our trademark within the market that’s eagerly anticipated on an 

annual basis.  

Who is the event for? The intended audience of BOTLV is threefold. As mentioned above, the 

celebration is both a marketing avenue for LVS to offer editorial in a live event format but also to 

showcase the influence and power of the magazine to host an unrivaled celebration and experience. The 

second audience would be that of our readers to enjoy the food, drink and entertainment of the event 

and to allow them to interact with the LVS brand and to entice new brand advocates. The third audience 

would be our sponsors. Being a print publication, LVS has a readership of 20,000 with a matched social 

media presence. Falling into the 70% female, 30% male, ages 35-54, home owning, affluent 

demographic, this targeted audience is an attractive asset for sponsors to get in front of.  A fourth 

potential audience that we haven’t seemed to truly focus on, would be that of the charitable 

beneficiary. The charity has been somewhat of an afterthought when planning the event, but if looked 

at more strategically, could allow for more sponsors, attendees and overall profit.  

When should the event occur? The first BOTLV event occurred on a Saturday night in mid-June 

from 7-10 p.m. The selection of the month corresponded to the release of the Best Of the Lehigh Valley 

edition of the magazine. The celebration was positioned to be a food, dancing and drinking event which 

lead to the Saturday night later evening hours.  After the first year, based on feedback from restaurants 

on their availability to participate, we moved the night to a Thursday and changed the timeframe to 6 -9 



p.m. This allowed more restaurants to be involved and changed the “nighttime event” feel to more of an 

after-work dinner celebration, which is the direction we deemed the success of the event would rely 

upon. For the 2017 celebration, we kept the Thursday night from 6-9 p.m. but moved the month and 

date to mid-July. This was in part to giving us more time to plan the event, as well as allow more buzz to 

build after the release of the print edition in June. We made sure to keep in mind the Fourth of July 

holiday and the typical vacation time at the end of the month when predicting guest attendance.  

Where should the event occur? We hosted the first BOTLV event at an unfinished airport 

hangar. While the “cool factor” was evident, the particular venue brought about many obstacles and 

costs that we didn’t intend for. After maxing out the hangar space with 220 attendees that first year, we 

knew we needed to move to a larger venue. When taking into consideration our readers and the overall 

Lehigh Valley venue options and concentration of the locality of our audience, we decided that the 

Sands Bethlehem Event Center would be large enough to fit our needs. Hosting the event within the 

Sands Bethlehem Event Center space from 2015-2017, we grew the number of attendees to 600. Being a 

central and popular location, with plenty of parking, staffing and access opportunities, we’ve been able 

to transform a typical concert space into a themed celebration while steadily increasing our vendor 

participation and number of attendees each year.  

What are the outcomes you wish to achieve and the obstacles that may occur?  This is a 

question that we as the LVS team need to look at more closely. We seem to have too many outcomes 

that we wish to happen, without a clearly defined selection of strategic goals. The first and foremost 

outcome that we wish for is an outstanding celebration of editorial content brought to life for our 

readers.  It has always been our goal to improve BOTLV year after year to provide a more unique, 

strategic and well thought out experience than the year before. From my event coordinator role of this 

event, the 2017 celebration was intended to be more strategically planned in partnership with our 



sponsors with guest experience in mind. I wanted to play into the Candyland theme as much as possible 

and to successfully integrate our sponsors. My goal was to have guests walk into the room and 

immediately think “Wow, I’ve never seen anything like this before” (see p. 8 for event photos) and to 

leave feeling stuffed from all of the wonderful food they’ve eaten and have attended a fantastic and 

organized event. We always hope to grow attendees, and from 2016-2017, we went from 500-600 

attendees. Another outcome is to increase the amount of sponsorships we sell. We were lucky enough 

in 2017 to secure a $7,500 national presenting sponsor, which added to the prestige of the event. On 

the corporate end of foreseeable outcomes, it is always the wish to spend less and make more. This 

leads to the constant obstacle of the cost of the event versus the profit. In order to grow the event each 

year, we incur more costs that eat into our profits. Another obstacle would be to execute the vision of 

what the event could be versus the resources and staff available to make it happen. While we increased 

attendance bringing in more profit in ticket sales from 2016-2017, we incurred more expenses and sold 

less sponsorships. In going forward, we need to strategize on how to alleviate costs and increase 

sponsorships while simultaneously increasing ticket sales improving the event.  

 



 

 

 

 

 

 

 

Part Three: Human Resources 
 

The human resources needs for this particular event have brought about obstacles for the LVS 

team due to our limited staff, budget and availability. The publisher of the magazine has the ultimate 

final say and approval on large decisions regarding BOTLV. The advertising account representatives sell 

the sponsorships to the event and the design team creates the artwork for advertising, marketing 



collateral and signage for the event. My job as the marketing and events coordinator is to work with the 

sponsors post-sale as well as to take the lead on all of the above items needed from the design team. I 

typically have one intern to assist me in all of the above duties. In addition to the sponsorship and 

design duties, I am responsible for corresponding with all restaurants participating in the event and 

managing our needs from event partners such as the event design company, audiovisual, entertainment 

and rentals. My role also extends into coordinating on-site staffing and volunteer duties from the job 

descriptions to the duration of their shifts.  I determine the on-site duties that needed to be fulfilled and 

created and staff those positions as well as schedule pre-event volunteer meetings with all information 

needed to perform the roles (see Figures 1& 2 p.20-21)  

For the 2017 event, we had 19 participating restaurants and 3 sponsors that I had to 

consistently coordinate with from the start of the planning phase in March 2017 until the event in July 

2017. 

As a visual for the hierarchy of human resources, a traditional organizational chart is needed 

(Goldblatt, 2014, p. 131): 

 

 

Publisher  

Account Executives 
(sponsorship sales) 

Event Coordinator Design Team 
(collateral/signage) 

Vendors (participating 
restaurants) 

Intern Volunteers On-site 
staff 

Event 
partners 



Ideally, we would like to be able to hire a freelance staffing manager to handle the coordination 

of volunteers and on-site staff duties to alleviate that responsibility off of my plate. That would assist in 

the pre-event stages as well as the on-site stress of the event.  

 

Part Four: Finances  

The financial process of BOTLV begins with taking the budget and P&L statement from the prior 

year’s event to give us a general idea of costs that we can predict for the current year. Our income is 

driven pre-event by sponsorships and ticket sales. We do not charge the participating restaurants to 

sample food at the event, as they are the BOTLV winning businesses and are providing samples to all 

guests to showcase their product and is included in the general admission cost of $35.  Given the 

amount of sponsorship income, we are then able to determine the estimated amount of ticket sales we 

would aim for in order to cover expenses and produce profit. Being a print publication, we are able to 

partner with various companies in alleviating event costs on a trade basis in exchange for advertising 

within the magazine. This is how we acquire our event venue, balloon decor and various event decor 

rentals. The trade amount ends up being somewhere between $40-50k, but that amount transitions to 

magazine advertising without becoming a hard event cash cost. The rest of our expenses can be seen in 

the P&L statement (see Figure 3 p. 21).  When determining your net profit versus gross profit, it is 

important to take into consideration your fixed and various expenses and variables. As per Goldblatt, 

your fixed expenses are not determined by the number of guests attending (Goldblatt, 2017 p. 148). In 

our BOTLV scenario, our fixed expenses are entertainment, signage, permit fees, decor, marketing 

collateral and photography. The variable expenses are the plates, napkins, lanyards and last-minute 

advertising spend. When we determine our net profit, we take quite a few variables into consideration. 

In determining our total expenses, we include our trade amount within the number. When calculating 



the gross profit, the trade value is not considered, this is simply total income vs. cash expenses. From 

this point, we deduct the amount of commission to our sales reps for the sponsorships, the portion of 

gross profit that we will donate to charity and my final event coordinator commission before we end up 

with the final net profit amount. This can be seen in the P&L within Figure 3.  

Part Five: Event Creation 

As one of the first steps of the event creation and planning process, we must take into 

consideration the SWOT analysis, which is determining your strengths, weaknesses, opportunities and 

threats in regards to the event (Goldblatt 2014, p. 51-53).  

Strengths:  Lack of competing events that are similar in nature in the market, the yearly building success 

and popularity of the event, the award-winning food sampling, unique entertainment and experiences, 

the short event time frame and easily accessible location, affordable ticket price, positive and welcome 

event atmosphere, networking experience for LVS readers, local business owners and BOTLV winning 

businesses, indoor event not dependent on weather conditions, increase magazine profit 

Weaknesses: Low sponsorship income, limited advertising campaign outside of LVS in house capabilities, 

extremely limited budget for event decor and experiences, low volunteer and staffing numbers, lack of 

ROI data measurables 

Opportunities: Consistent growth in participating restaurants, exposure to new potential readers and 

LVS brand advocates, positioning LVS in the market as high level experience creators, increasing 

attendance each year, positioning as the most unique event in the area, recognition from big brand 

sponsors 



Threats: Summer vacation timing conflicting with event date, potential terrorism target with large 

audience, high level of alcohol consumption, potential food poisoning, fire hazard from sterno or open 

flames from cooking vendors 

Once the SWOT analysis is performed and the event is decided is a win scenario, we move onto 

the brainstorming process. For the 2017 BOTLV celebration, we had secured beautyblender as our 

presenting sponsor. Since they have a pink makeup sponge as their promoted product, we were 

researching ways we could tie this into a theme and came up with Candyland. We dove into the creative 

process of brainstorming this theme by creating a private Pinterest board as a catch-all for inspiration 

found throughout the internet and shared with our team and event partners to give an idea on the 

direction we were headed. (See Figure 4 p. 21).  

In dealing with the venue selection and site inspection, we knew the event was going to be held 

at the Sands Bethlehem Event Center as it has been for the past 2 years due to the capability to hold a 

large amount of food vendors and attendees comfortably. As Goldblatt mentions ingress and egress as 

important concepts when reviewing a potential venue (Goldblatt 2014, p. 61), this was indeed true for 

the Event Center. As a concert venue, easily accessible entry and exit points are available for easy 

transportation of large set pieces. This is a clear advantage for us to bring in event furniture, props and 

all needed food supplies by our participating restaurants. The accessibility to large double doors, pull up 

car access and ramps all make the Event Center conducive to handling large scale events. Our first initial 

2017 venue meeting with the Sands Bethlehem Event Center consisted of space planning within the 

event center, accessibility to Event Center amenities and available access to the space days leading up to 

the event. Based off of prior year’s working with them, it was a reoccurring contract of renting the Event 

Center as magazine trade and cash for the personnel services used. Many site inspections took place 

throughout the 4-month planning process. We brought in event decor designers and our balloon artist 



to determine the best use of space for decor to allow guest flow and “wow” factor. We also needed to 

test the floor within the event center to make sure we’d be able to apply vinyl adhesive without any 

destruction of the current floor. 

The RFP process for LVS events begins with sourcing our list of vendors from prior Best Of events 

and initiating a first touch correspondence of letting them know the annual event is coming up and 

scheduling a meeting to discuss particulars. Our list of vendors includes: furniture rentals from Action 

Party Rentals, Basement Builders set builder, Omnivent lighting and decor designer and BalloonWorks 

balloon artist. Since our events needs and vendors are basically the same year after year, RFP’s supplied 

by our vendors typically tend to have the same general information provided.  

A large part of this event creation process is establishing timing. All creating and planning had to 

be accomplished within a 3 ½ month timeframe.  

April 2017 

● Solidify event date and time with venue 

● Begin reaching out to restaurants for event participation 

● Establish timeline for advertising and marketing materials (Figure 5 p.21) 

● Attend City of Bethlehem special event meeting for updates to permitting process for the 2017 

year 

May 2017 

● Consistent reminders to participating restaurants on permit and application deadline 

● Initial contact with vendors on event date, theme and potential needs (rentals, decor designers, 

entertainment, balloon artist) 

● Event ticketing on sale 



June 2017 

● All participating restaurant permit applications and COI forms sent to the City of Bethlehem 

● All event signage ordered from magazine’s print partners 

● Continuous correspondence with sponsors on deliverables 

● Continuous correspondence with event vendors on event needs  

● Secure all on-site staffing needs  

July 2017 

● Establish day of run-of-show 

● Obtain all plates, napkins, utensils needed to supply participating restaurants 

● Obtain all signage, in-house printables needed for guests and staff  

● Finalize all sponsor correspondence and run of show 

● Finalize all vendor deliveries and run of show 

● Issue comp tickets and close ticket sales 

Part Six: Event Orchestration 

When focusing on creating and designing the event, it is crucial to focus on the five card draw of 

playing the five senses (Goldblatt 2014, p. 80-84). In order to focus on touch, smell, taste, sight and 

hearing, we divided up our focus between activations/experiences and event design.  

The main element to this celebration is always the food sampling by the award-winning 

restaurants--directly dialing into the taste and smell sense. With the theme being Candyland, we 

encouraged vendors to play into this with their menu items. Local caterer featured candied bacon, local 

cooking school provided cake and pastries and many other vendors playfully joined in on the theme. 

Further diving into the theme and focusing on the activations and interactive experience and 

touching on the senses, we decided on featuring a candy bar for guests to taste the candy selection that 



local franchise and event sponsor, Lolli and Pops had to offer.  Another sponsor provided ice cream 

tattoos and we worked with local event decor partner to create a lollipop photo wall for guests to use 

oversized candy props to create Instagrammable GIFs they could post on-site. Our presenting sponsor 

beautyblender, had the largest footprint of all giving guests the opportunity to touch and use the 

makeup sponge as they prepared for step and repeat photos as they entered. They continued to 

experience the beautyblender brand in the center of the room by trying all beautyblender products, 

receiving makeup touch ups by makeup artists utilizing the sponge and a lounge area to enjoy the 

atmosphere.  

The event design tied everything together featuring pastel candy colors throughout the entire 

event center. We created a Candyland path with vinyl floor adhesives, candy ropes with balloons across 

the ceiling, organic balloon wall down the entrance ramp and lollipops with balloons and beautyblender 

tubes as the base. We also partnered with local DJ to install an LED dance floor within the center of the 

room as the flooring for the beautyblender area to create an illuminated area.  This sight sense gave 

guests the feeling that they were stepping into a candy filled event.  

The sound sense was covered by our local acoustic musician who played sets on the stage in 

between a Candyland soundtrack featuring candy-centric music throughout the decades.  

Both the event experiences and overall event design touched on all five senses to create a well-

rounded event for guests to enjoy.  

Once the experiential aspect of the event is determined, we created the most effective room 

layout and site plan for optimal experience, (Figure 6 p.22).  

Throughout the planning process, there is constant communication between myself, the 

sponsors, participating restaurants and event vendors to make sure everyone is up to date on 



information and aware of all needs to be fulfilled. I am the main point of contact for all involved in the 

event and am always encouraging any questions or concerns to be sent my way for clarification. All 

contracts, permits and forms are signed and accessible by the end of June.  

Once we’re in the month of the event, I’ve established a day of run of show that I keep on hand 

and provide to the venue to ensure we’re on the same page. I give all vendors a designated time frame 

for set up and arrival and the appropriate venue contact should they need to access the venue prior to 

our agreed upon set up time.  

 

Part Seven: Risk Management  

 When looking at risk management, the very first concept to look at is how can we manage 

budget risk prior to even stepping on-site at the event. The way to do this is to cover as many expenses 

as possible by sponsorships with the projected amount of ticket sales needed to cover additional 

expenses and the amount needed to incur a profit without the chance of a loss. This is done at a 

meeting between myself and our publisher. 

We continue to have various meetings with our venue production manager and the City of 

Bethlehem Department of Health, and Fire Protection to determine necessary permits and that we’re 

following all necessary procedures.  

In terms of potential risk in regards to being on-site at the event, we keep certain risks top of 

mind such as overcrowding, access to exits, potential sterno fire, terrorist threat, guest injury.  

 When analyzing overcrowding, it is important not to oversell an event. Room for guests to move 

is important not only for flow and overall guest happiness, it allows for better visibility of “see 

something, say something”. In an overcrowded area, there’s higher likelihood of a threat with a large 



number of people crammed into a small space. Capacity for a concert at the Event Center reaches over 

1,000 but when we bring in food vendors, decor and furniture, the space fills up more quickly. We 

capped attendance at 600 to allow for guest flow, elimination of long waiting lines and better 

management of the space.  

 We make sure that all exit pathways are clear per Event Center requirement and for the safety 

of all guests. All doors are unlocked for the inside for guests to quickly exit, if needed.  

 Since participating restaurants are utilizing sterno, hot plates or electrical warming devices, 

there is always concern of a fire. Per the City of Bethlehem each vendor is required to have a fire 

extinguisher within a certain distance of their table as well as a thorough inspection by the Fire Marshall 

prior to the opening of doors of the event.  

 Due to the current political environment, terrorism is always a threat to any event.  We 

commission the venue to provide roaming security in addition to door security, in the circumstance it is 

needed.  

The concrete waxed floor of the event center can become very slippery when food or drink is 

spilled, which becomes a risk of guests falling. To lessen this risk, we commission the venue to bring in a 

trash and sanitation team to make sure all spills and trash are promptly taken care of.  

When going over needed insurance forms, we typically begin this process with the venue and 

determine risk together. As mentioned above, a signed hold harmless is provided to the venue on behalf 

of LVS as well as a COI naming the venue as additionally insured for the duration of the event.  

 The second part of the process is the meeting with the City of Bethlehem to determine 

necessary permit applications. Each restaurant cooking on-site with sterno or open flame, needs a 



cooking vendor permit. All restaurants need a health permit as well as an accessible hand wash station. 

It is also required to provide a fire extinguisher within a certain distance of each vendor. 

 As depicted in (Goldblatt 2014, p 272) an effective way of managing risk is providing attractive 

accreditation for stakeholders working the event. All staff and volunteers received badges depicting 

their specific role for guests to approach if any questions arise.  

 

 

 

Part Eight: Professional Development 

 I hope to continue my professional development following this certificate program by continuing 

to volunteer at various events within my area of residence and surrounding cities. I never would have 

taken it upon myself to volunteer at events if it wouldn’t have been a requirement of this program. I 

actually found that volunteering at events was one of the most beneficial learning opportunities for me. 

I was able to take a step out of my comfort zone and travel to both Philadelphia and NYC to assist on 

large scale events that I’ve only ever seen on social media and featured in magazines. The experience of 

assisting on these events opened my eyes to the vast possibilities and opportunities that live events 

have to offer. Not only was the experience itself amazing being able to see large scale events come to 

life, but the networking contacts that I made have been invaluable.  

 With my interests lying on the brand marketing and experiential side of events, I hope to round 

out my education with furthering my learning in content marketing, experiential marketing, 

sponsorships and digital marketing. Never did I realize prior to this program, the real intersection 

between marketing and event planning. From the SWOT analysis to the four P’s, the two disciplines go 



entirely hand and hand and I believe by furthering my studies in marketing as well as event planning, I’ll 

set myself up for great career growth. I’m currently taking an online content marketing certification 

through HubSpot and have signed up for Sponsorship Certification through Eventbrite. I hope to 

eventually continue my studies with additional event marketing certificate programs at NYU’s School of 

Professional Studies.  

 Due to my current city of residence, the opportunities that I am looking for on the larger scale of 

experiential marketing and events are nonexistent. I’ve been looking in larger cities throughout the US 

such as NYC, Denver, Austin, Chicago, Miami and Atlantic for these types of roles. My interests lie in 

publishing, startups and agency work and I would love the opportunity to continue on within the 

publishing industry at a larger publication with more opportunity or within an agency environment 

working on experiential campaigns for various recognizable brands. 

 My current salary is $38,000 and my immediate goal for 2018 is to increase that to $50,000 with 

whatever job or local change is needed to make that happen. As mentioned above, my next step in my 

career should be in the experiential marketing realm at either a publication, agency or working in that 

role for a designated brand. I am open to a move within the US to where that job may take me. 

Eventually, I believe I would get sick of the pace of that industry and wish to settle into a more static 

marketing role. I could see myself working in experiential for the next five years and then transitioning 

to a marketing role within a higher education system at a college or university.  

 Work/life balance is very important to me; however I believe the right job and industry is 

automatically a part of who you are. While I’m currently working for a local publication that is dedicated 

to being the resource for all things to do, places to go, food to eat in our local area, I myself have found 

my interests lying in those same ideals. I believe when there’s a sense of passion and true love for the 

industry you’re in, it’s automatically a part of your life and not necessarily considered “work”. However, 



this being said, I am not the type of person who will live on my phone until 2 a.m. answering emails or 

working seven days a week (unless it’s “event time”.) I believe in the majority of the time leaving work 

at work and enjoying your life, friends and family, as it should be. Currently, I have the capability to put a 

large focus on my career growth and am willing to compromise leisure time in order to succeed. I know 

this is only my immediate 2-3year plan and after that, a job change may be in order to accommodate 

adjustments and focus in personal life. I pride myself on working hard but never sacrificing my health or 

sanity for the sake of a job, because at the end of the day, that’s what it is and always will be.  

 

 

Figure 1 



Volunteer Guidelines 

Arrival: 5:30-5:45 p.m. 
Shift end: 9 p.m. 

 
General Information 
 
-Bathrooms are outside of the doors heading into the hallway by the hotel/casino 

-Drinks are available for purchase at Vision Nightclub 

-Event is 6-9 p.m.  

-Attire is summer cocktail casual (maxi dresses and/or a summer dress is great!) 

 
Tasks 

• Sam F.—RCN Temporary Tattoo Station 
o Apply temporary tattoos to guests throughout the night 

• Danielle—Winners Lounge attendant 
o Staff the swag bag table and hand out bags to winners 
o Make sure Mr. Bill’s has enough napkins, plates, etc. 
o Clear tables 
o Check on Healing Hands and make sure they’re alright 

• Mary—Winners Lounge entrance attendant 
o Only allow entrance to people wearing lanyards (Staff, Sponsors, Winners)  
o If winners and sponsors question where they can get their badges, they can pick them 

up at the winners and sponsors check-in at the entrance to the event. Each winning 
business receives only two badges per business.  

 

 
 

 

Figure 2 

Volunteers.pdf

 

 

 



Figure 3 

Copy of 
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Figure 4 

 

 

Figure 5 

Best of the Lehigh 
Valley Timeline of To-      

Figure 6 



Lehigh Valley Style 
2017 Best Of the Lehigh Valley Celebration 
Sands Bethlehem Event Center 
Thursday, July 13th  
Event time: 6-9 p.m. 
Lehigh Valley Style will arrive for set up around 7 a.m. and food vendors will arrive for set up at 3 p.m. to 
be ready to serve by 5:00/5:15 p.m.  
Expected Attendance: 500 guests  
 
Room Diagram 

A. Registration high top tables 
B. Style step & repeat wall and beautyblender makeup station  
C. Twelve 9 ft. w x 10 ft. h restaurant vendor facades build with lumber and lattice and painted 

white (used last year--photos below ) 
D. 8 ft. drink vendor tables with balloon lollipop décor separating tables 
E. Cocktail tables distributed throughout event center 
F. Two 12x20’ turf carpet sections with white lounge furniture  
G. 31x27’ Rockin Ramaley LED dance floor with beautyblender makeup stations on top (dance floor 

photo below ) (Needs power for dance floor—2 20 amp. and whatever lighting Omnivent will 
put here) 

H. Blondies cupcake table 
I. Lolli and Pops candy bar with 1-2 8 ft. tables and pipe and drape section 
J. Temporary tattoo station 
K. Moss and lollipop custom step & repeat wall with photo booth (Needs power for photo booth) 
L. Winners lounge in wing area with Mr. Bill’s food vendor, massages, guest sit down tables, 2 pipe 

and drape sections and turf carpeting (Omnivent may need power for a gobo in here) 
M. Stage area with Tim Harakal guitar and drum performance (Needs power—last year he had two 

speakers and a mixer) 
 
 

1. Grille 3501 
2. Keystone Pub & Grill 
3. Lehigh Pizza 
4. Menchie’s Frozen Yogurt 
5. Full of Crepe 
6. Simply Smooth 
7. Fegley’s Brew Works 
8. The Joint 
9. Water station 
10. Tapas on Main 
11. Blue grillhouse 
12. Bell Hall 
13. Daddy’s Place 
14. Northampton Community College 
15. Copperhead Grille 
16. Yocco’s 
17. Mr. Bill’s 

  



 

SECTION FOUR – ELECTIVE COURSE SLIDES 

EVENT OPERATIONS AND RISK MANAGEMENT 

 



EVENT OPERATIONS, 
RISK and CRISIS 
MANAGEMENT

Ira L. Rosen; MA, CFEE



1
Research

2
Design

3
Planning

4 

Coordination

5
Evaluation

(Implementation, Execution, “Just Get It Done!!)

The Five Steps in the Event Process



“By failing to prepare, you are 
preparing to fail” 

Benjamin Franklin



HOW DO THEY DO THAT?











https://theflowershow.com/follow-the-show/videos/

https://theflowershow.com/follow-the-show/videos/






http://www.nbcphiladelphia.com/news/local/Wawa-Hoagie-Day-Brings-18_000-Free-
Sandwiches-to-Independence-Mall_Philadelphia-385043971.html

http://www.nbcphiladelphia.com/news/local/Wawa-Hoagie-Day-Brings-18_000-Free-Sandwiches-to-Independence-Mall_Philadelphia-385043971.html




https://www.youtube.
com/watch?v=yp-
g5KHyBiM

https://www.youtube.com/watch?v=yp-g5KHyBiM


Planning vs. Operations: 
What’s the difference?

PLANNING    =    PRIOR TO

OPERATIONS =    DAY OF



Site Inspections

 Assume nothing; measure, take photos
 Use a checklist
 External:  Parking, ingress, egress 
 Internal: VIP areas, dressing rooms, bathrooms
 Walk everything yourself
 Take the customer’s viewpoint
 Floorplans/diagrams



Checklist Overview

 Amenities
 ADA
 Capacity
 Catering
 Equipment
 Financial Considerations
 Location/proximity



Checklist Overview (cont.)

 Medical
 Portals
 Registration
 Regulations
 Safety/Security
 Sleeping Rooms
 Utilities
 Weight



EXAMPLES

Floor Plans – From complex to simple

Timelines

Operations Manual



Vendor Selection is Critical
•Choose experienced vendors in their 
specialized functions
•Choose vendors who work well 
together
•Don’t always choose lowest price
•Check them out by attending an event 
where they are working 



Developing Appropriate 
Resources

 Money
 People
 Physical Assets
 Technology
 Time



Identifying Appropriate Resources
 Conduct a needs assessment
 Determine the budget
 Develop RFP
 Identify appropriate firms/individuals to 

receive RFP
 Distribute RFP
 Review RFP
 Select suppliers
 Negotiate with suppliers
 Execute contracts
 Monitor contracts



Production Elements



Staging

Size and height of stage depends on available space 
within the venue, number of attendees, and the type of 
presentation

Location of stage depends on function of event

Understand technical equipment capacity—lighting rigs, 
etc.

https://www.mountainproductions.com/

https://www.mountainproductions.com/


Lighting

 Illuminate the Space and the Investment
 Working with the Dimensions of Light
 Lighting as Entertainment and Environment 
 Equipment Needs and Rigging Requirements
 http://www.lightactioninc.com/

http://www.lightactioninc.com/


Audiovisual—Sound 
Support

 Audio Basics
 Sound Equipment
 Soundscaping

 http://www.clairbrothers.com/

http://www.clairbrothers.com/


Audiovisual—Visual 
Support

 Visual Projection
 Projection Specifications and Placement
 Multimedia Considerations
 http://advancedstaging.com/

http://advancedstaging.com/


Special Effects

 Timing the Emphasis and Excitement
 Pyro Technics – Indoor or Outdoor

 http://www.pyrotecnicofx.com/

 Lasers
 http://www.pinnacle-lasers.com/

 Other Entertaining Effects
 http://www.skysproductions.com/

http://www.pyrotecnicofx.com/
http://www.pinnacle-lasers.com/
http://www.skysproductions.com/


Power

 How much do you need?
 Where do you find it?

 https://www.aggreko.com/en-us

https://www.aggreko.com/en-us


AMENITIES: A feature that 
increases attractiveness 
and/or value

 Edible arrangements:
 https://www.ediblearrangements.com

 Confetti Releases:
 http://www.artistryinmotion.com/company/company.html

 Unique environments/décor
 http://www.magnifiquedecor.com/

 Interactive décor:
 http://www.creativejuicegroup.com/PORTFOLIOS/PORTFOLIOS.html

https://www.ediblearrangements.com/
http://www.artistryinmotion.com/company/company.html
http://www.magnifiquedecor.com/
http://www.creativejuicegroup.com/PORTFOLIOS/PORTFOLIOS.html


Floral/Plant Decor

 Center piece height should not exceed 14 inches unless it 
is loose and airy

 When using the epergne, the base of the floral 
arrangement should begin at least 24-inches above table 
height

 Consider recycling (living plants given to hospitals, 
institutions after the event)

 https://flowersbydavid.com

https://flowersbydavid.com/


Balloon Design

 Centerpieces
 Balloon walls (exploding and static)
 Balloon drops 
 Control of balloon releases
 https://www.youtube.com/watch?v=f349tKJjwSI

https://www.youtube.com/watch?v=f349tKJjwSI


The Great Outdoors

 Additional Issues for outdoor events:
 Tent or no tent?

www.eventquip.com

http://www.eventquip.com/


The Great Outdoors 
(cont.)

 Security: 
http://www.iessevents.com/

 “The Facilities”:

http://www.aroyalflush.com/
 Support services: Power, water, etc.
 The Legalities: Permits, licenses, etc.

http://www.iessevents.com/
http://www.aroyalflush.com/


The Perfect Site…

 Inspection results
 Select your first choice site
 Negotiations
 Issues & concerns
 Read the Contract carefully!
 Site policies & rules
 Result: securing the least imperfect site

Does Not 
Exist!!





Group Discussion
1. WHAT TYPES OF VENDOR PARTNERS DO YOU 

WE NEED FOR THIS EVENT?
2. WHERE DO WE FIND OUR VENDOR PARTNERS 

FOR THIS EVENT?
3. HOW DO WE COORDINATE OUR VENDOR 

PARTNERS FOR THIS EVENT?



CONTRACTS, RISK 
MANAGEMENT, CRISIS 
MANAGEMENT AND 

LIABILITY



Contracts

Definition
A legal agreement between two or 
more persons that creates an 
obligation to perform some act and 
establishes a mutual binding promise 
with a penalty for failure to perform

Synonyms
Commitment Letter
 Letter of Agreement



Contracts

Contracts are written agreements that protect both 
parties and clearly spell out specific responsibilities 

The four key parts of a legal agreement:
1. Capable Parties
2. Mutual Consent – Offer and Acceptance
3. Lawful Object
4. Consideration



OTHER Key Contractual 
Components

Terms
Payment Options
Trademark/Intellectual Property 
obligations
Indemnification
Governing law
Notices
Arbitration
Signatures



CONTRACT EXAMPLES

Professional Services

Hotel Conference

Concert Rider



Resolving Contractual 
Disputes

1. Discussion
2. Mediation
3. Arbitration
4. Litigation



RISK 
MANAGEMENT 

VS. CRISIS 
MANAGEMENT



What is Risk 
Management?
 Risk Management is a logical and systematic 

method of identifying , analyzing, evaluating, 
treating, monitoring, and communicating risks 
associated with any activity, function or process 
that will enable organizations to minimize losses 
and maximize opportunities. 



What is Crisis 
Management?:

 A process, or collection of processes that are put 
in place to handle an unexpected event that 
threatens to harm an organization, a business, an 
operation or an individual / group of people. A 
crisis normally occurs without prior warning, and 
therefore it is paramount that plans are put in 
place that can be executed swiftly to either a) 
put actions in place to remedy the situation or b) 
decrease the impact of the crisis so that normality 
can be restored over a short period of time.
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TERM DEFINITION EXAMPLE
Risk The possibility that a crisis, emergency or 

disaster may occur
NOTE: Risk is not the crisis, emergency or 
disaster itself.  Only the possibility that it 
may occur

Business Continuity The process whereby an entity keeps on 
delivering products or services for its 
clients and stakeholders and 
perpetuates its viability before, during 
and after a disaster or crisis

Four people die in a freak tent collapse 
at an event and several lawsuits for 
negligence and wrongful death ensue.  
A company with sufficient resources 
and planning can survive the financial, 
legal and reputational damage and 
continue in business.

Crisis An event characterized by having a 
small chance of occurring, but when it 
does, carries significant risk that 
threatens an entity’s existence.  
Decisions regarding dealing with the 
crisis must be made quickly.

A tornado strikes the hotel where the 
ABC Group is holding a meeting of 500 
people. There are several serious injuries, 
power is out and traditional 
communications channels are 
temporarily disabled.

Disaster An event that has a high impact, occurs 
abruptly, is unforeseen and usually 
results in significant loss or damage.

The roof of a convention center in 
which an exhibition is being held 
collapses, killing 100 people attending 
and participating in the exhibition.

Emergency An event that is unforeseen and has 
significant impact such as mortal injury, 
property damage and will result in the 
suspension of the activities of an entity.

A case of food poisoning strikes a 
corporate group following a dinner for 
300 people.  Many cases are serious 
enough to require hospitalization.



Safety vs. Security

 Differences between safety and security are not huge and 
both refer to a state when one feels safe and without risks.

 Safety and security are closely interrelated concepts that 
pertain to protection of lives and assets.

 Security is the protection against deliberate incidents (such as 
attacks or crimes). Security is the state of being free from 
danger or threat. 

 Safety is protection against mishaps that are unintended 
(such as accidents)

 While safety is protection against hazards (accidents that are 
unintentional), security is a state of feeling protected against 
threats that are deliberate and intentional.



Other Key Definitions

 Hazard: A source of potential injury or illness, or a 
situation with a potential to cause injury or illness

 Incident: An unplanned event that either caused 
or had potential impact to cause injury or illness

 Consequence: The outcome or impact of an 
incident

 ALARP: “As low as reasonably practicable”



Risk Categories
 Risk categories

 Natural

 Hurricane, tornado, earthquake, brushfire, mudslide, 
snow, rain, heat, medical

 https://www.spin.com/2012/06/festival-tragedies-
why-did-they-happen/

 Human-caused

 Assault, theft, presenter no-show, 
slander/libel/defamation, copyright infringement, 
terrorism, entertainer cancellation

 Technological

 Power outage, computer crash, data loss, 
communication loss, audiovisual failure

https://www.spin.com/2012/06/festival-tragedies-why-did-they-happen/


Risk Management and 
Security

1. Assessment of Risks
2. Degree of Risk 
3. Risk Control
4. Risk Financing



What is Event Risk 
Assessment?

 The process of identifying the risks specific 
to the destination and/or specific types of 
events

 Four aspects to assess:
 Location
 Venue
 Customers
 Program



SEAR (Special Event Assessment Rating)



Step One:
Assessing Event Risk Variables

1. Crowd size/Crowd control
2. Size and nature of venue
3. Nature of event
4. Celebrities/political figures
5. Production equipment/elements
6. Security/Fire/EMS
7. Others???



Understanding Crowd 
Management

 Open event access:
 No admission fees charged

 Intention of the event is to encourage attendees 
to move freely from vendor to vendor or function 
to function

 Controlled event access:
 Entrance fee is charged.

 Important to manage revenue collection

 Minimizing access points controls people flow



Crowd Flow

 Appropriate flow begins with understanding 
facility capacity, attendee estimated counts, and 
schedule of event activities.

 Maximizing a venue's capacity is not necessarily 
the best strategy because of crowd flow issues.

 Appropriate and effective signage can help 
crowd flow.



Understand Crowd 
Restrictions

 Maximum capacity of elevators and escalators

 Maximum capacity requirements of venue

 Queuing ticket sales and lines, identification 
methods, limiting ticket sales

 Identification such as RFID tags or wristbands 
to paid attendees



Step Two: Determine Degree of 
Risk

1. Conduct Hazards and Vulnerability 
Study
 Personnel
 Facilities
 Items
 Functions



Hazard/Vulnerability Audit 
Sample Checklist

 Are entrances, exits, stairways, ramps adequate 
for the expected attendance?

 Is the venue clean?
 Does the venue have adequate emergency 

lighting?
 Are electrical items well maintained and working 

properly?
 Does seating enable people to move freely?
 Are exit doors well marked?
 Are there trip hazards?



Hazard/Vulnerability Audit 
Sample Matrix

Potential 
Risk

Inspection 
Date

Problem? Probablilty Impact Risk Rating Who? When? Complete?



Determine Degree of Risk

2. Conduct a Probability of Occurrence 
Assessment

3. Establish a Range of Losses
 Past Experience
 Experts

4. Compare Probability of Occurrence to 
Range of Losses 



Determine Degree of Risk
2. Conduct a Probability of Occurrence Assessment:

A. Frequent – Will occur regularly 
B.  Probable - Will occur on most occasions
C. Occasional – Will occur from time to time
D.  Remote – May occur but not regularly or often
E.  Unlikely to ever occur

3. Determine Impact:
A. Catastrophic – Death/severe injury
B.  Critical – Major injuries requiring medical 

assistance
C.  Marginal – Minor injuries, cuts, treated internally
D.  Negligible – No injury but distress caused



Determine Degree of Risk

4. Priority
A. High – Preventative measures must be 
included in all planning
B. Medium – Preventative measures must be 
considered in all planning
C. Low – Preventative measures can be 
managed in real time



Example #1
Take the case of rigging from the roof of a stage. In the event of an accident and the rigger falls, the
severity of the accident would possibly be a single death. Hence you are looking at a catastrophic
impact. Now you must consider the likelihood of such an accident happening. Choosing from your
range of options, is it more possible that it will happen, than unlikely or improbable?
Hence the risk assessment indicates that the level of risk is high, and you should make every effort
to reduce it. In order to try and reduce the risk you might, for example, instruct that a safety harness
must be worn; that the driver of the hoist vehicle must be present at all times when someone is aloft;
that protective headgear must be worn etc. This is taking the necessary action to reduce the hazard,
and if you re-assessed the situation, the likelihood of a death occurring would have dropped
to remote indicating that the level of risk is acceptable requiring low level risk management.



Example #2

https://bangordailynews.com/video/fatal-
accident-during-the-fourth-of-july-
parade-in-bangor/

https://bangordailynews.com/video/fatal-accident-during-the-fourth-of-july-parade-in-bangor/


Determine Degree of Risk

5. Employ Probability/Consequence 
Matrix
 Probability / Frequency/Likelihood

 High
 Low

 Consequence / Loss/Impact
 Catastrophic
 Minimal / Low



Risk Probability Matrix



STEP THREE: Risk Control

 Plans
Natural disasters
 Fire
Bomb Threats
Riots
Contacting 

Appropriate Personnel
Emergency Evacuation

Charrette:  a meeting in which all stakeholders 
in a project attempt to resolve conflicts and map solutions



Who is responsible for 
understanding and managing your 
event’s risk?

Everyone who is responsible or plays a 
role in the event production must be 
concerned about liability AND RISK



RISK CONTROL
ACTION PLAN 

 DEVELOP SEPARATE TEAMS/PEOPLE TO 
HANDLE CRISIS AND TO COMMUNICATE 
CRISIS

 WHY????



Action Plan Checklist:
 Have designated areas for evacuation 
 Test primary and back up communication system 
 Ensure all emergency are fully trained and readily 

available
 Make sure event insurance has enough coverage
 Ensure entrances/exits are marked and accessible
 Ensure there are enough exits for crowd size



Creating a Risk 
Management Team

 Involvement from all related to event including:
 Event producer and team

 Venue representatives

 Destination representative

 Lawyers

 Insurance company representatives

 Accountants

 Security

 Emergency services, etc.



Create an Event Safety 
Policy and Plan

 For employees, suppliers, on-site 
crews

 Risk assessment
 Address Americans with 

Disabilities Act (ADA)



Create a Contingency 
Plan

 Structured process of producing a 
backup plan

 Brainstorming a range of scenarios
 Consider weather, poor attendance, 

technical issues, catering availability, IT 
issues, etc.

 Alternate venues
 Event cancellation



Contingency Planning 
Process

FACTOR POTENTIAL RISKS
Location Weather

Political unrest
Travel documents

Venue Crime
No hospital nearby
Multiple groups in space

Customers Age/health/habits
Larger number than expected

Program Negative press
Physical events



Contingency Planning 
Process

 Think communication
 Prepare for the worst
 Check and recheck the plans
 Inform customers
 Prepare for fires
 Clear the way
 Light it up
 Direct evacuation



Implementation of the 
Plan
 Involve all Employees

 Train and employ competent 
employees

 Employee Manual
 Job Responsibilities
 Correct Documentation
 Emergency Procedures

 Sound Training Program



Sample Table of Contents 
of a Typical Risk 
Management Plan

A. Summary and description of the meeting

B. Risk team

C. Emergency response procedures

D. Facility information

E. Communication list

F. Forms and appendices



Factors to Determine 
Security/Emergency 

Services Needs
 Type of meeting or business event

 Hours of operation

 Type of Venue

 Types of activities

 Attendees

 Flow

 Insurance and contract requirements



Types of 
Security/Emergency 

Services to Use
 Licensed unarmed security guards

 Off-duty police officers

 Crowd safety stewards

 City medical

 Private medical



Implementing the Risk 
Plan

 Incident commander
 Person in charge when responding to a crisis

 CEO or president of the organization generally 
not the incident commander

 Will confer with local emergency management 
officials and be the media spokesman for the 
organization



Risk Mitigation Strategies

Avoidance 
Transfer – (Insurance/Waivers)
Retention – (Self insurance)
Reduction – Risk Management Plan 



STEP FOUR: Understanding Risk 
Financing

 Self Insure vs. Purchased Insurance 



Allocate Resources

Human Resources
Security Personnel
Medical Personnel
Fire Personnel
Law Enforcement 

Personnel 



Allocate Resources

 Equipment

 Metal Detectors
 Security Cameras
 Crowd Control Barriers and 

Tape
 Fire Extinguishers
 Defibrillator
 First Aid Kits and stations
 Stretchers and Wheelchairs



CRISIS MANAGEMENT

If your risk management plan is well done, you will 
never have a crisis

SOOOOO WRONG!!



Steps in Crisis Management

 1. Have a plan--Every plan begins with clear objectives. The 
objectives during any crisis are to protect any individual 
(employee or public) who may be endangered by the crisis, 
ensure the key audiences are kept informed, and the 
organization survives. This written plan should include 
specific actions that will be taken in the event of a crisis.

 2. Identify a spokesperson--If the crisis could potentially 
impact the health or well-being of customers, the general 
public or employees, it may attract media attention. To 
ensure your company speaks with one voice and delivers a 
clear consistent message, a spokesperson must be 
identified as well as prepared to answer media questions 
and participate in interviews



 3. Be honest and open--Nothing generates more 
negative media coverage than a lack of honesty 
and transparency. Therefore, being as open and 
transparent as possible can help stop rumors and 
defuse a potential media frenzy. This transparency 
must be projected through all communications 
channels: news interviews, social media, internal 
announcements, etc.

 4. Keep employees informed--Maintaining an 
informed workforce helps ensure that business 
continues to flow as smoothly as possible. It also 
minimizes the internal rumor mill that may lead to 
employees posting false reports on social media.

Steps in Crisis Management 
(cont.)



 5.Communicate with customers and suppliers--You do not 
want customers and suppliers to learn about your crisis 
through the media. Information on any crisis pertaining to 
your organization should come from you first. Part of the crisis 
communications plan must include customers and suppliers 
and how they will be regularly updated during the event.

 6. Update early and often--It is better to over-communicate 
than to allow rumors to fill the void. Issue summary statements, 
updated action plans and new developments as early and 
as often as possible. Remember that with today's social 
media and cable news outlets, we live in a time of the 24/7 
news cycle. Your crisis plan must do the same.

Steps in Crisis Management 
(cont.)



 7. Don't forget social media--Recent major news events have 
all confirmed that social media is one of the most important 
channels of communications. Be sure to establish a social 
media team to monitor, post and react to social media 
activity throughout the crisis.

Steps in Crisis Management 
(cont.)



Crisis Management 
Conclusions

 A crisis that is not managed well can wipe out decades of hard 
work and company value in a matter of hours. A well-managed 
crisis confirms that your company has the processes and 
procedures in place to address almost any issue that may 
develop.

 What is most important is that you create the crisis management 
plan when everything is running smoothly and everyone involved 
can think clearly. By planning in advance, all parties will have time 
to seriously think about the ideal ways to manage different types 
of crises.



Crisis Management 
Conclusions (cont.)

 As you develop your crisis management plan, 
seek advice from the experts that include your 
leadership team, employees, customers, 
communications experts, investment bankers, exit 
planners, lawyers and financial managers. Each 
of these individuals can provide you valuable 
insight that could be critical should a crisis strike 
your company.



THE TIME TO PLAN 
FOR A CRISIS IS NOT 
IN THE MIDDLE OF 
ONE



• Nothing is as easy as it appears 
• Everything takes longer than it should

• Plans are theoretical, operations are reality

THE 5  IMMUTABLE  LAWS  
OF  EVENT  PLANNING

• Relationships are everything

• Murphy was an optimist



Questions??
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