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INTRODUCTION 

It is showtime; lights, curtains and action on the big corporate 

event that you have been planning for months. This moment 

could be a triumph or a disaster. A major event has a million 

moving parts and all must come together perfectly at the same 

time. Add a squirt of creativity and you will have an occasion that 

builds both your reputation and your organisation’s brand. It will 

be remembered fondly for all of the best reasons. Get it wrong 

and it will be remembered in a totally different way.

This sparkling training course introduces not only all of the 

fundamentals of event and conferences management from 

outline to thank-you letters, but tips and secrets of top event 

managers all over the world. It is intensely practical and covers 

everything from set dressing to creating a social media buzz 

and VIP management. You will share a whirlwind five days with 

personal coaching and advice that shares a lifetime of experience 

and a wealth of examples in one memorable feast.

Participants on EuroMaTech’s Events & Conferences Management 

training course will develop the following competencies:

• Challenge imagination to develop exciting event concepts

• Hone the organisational skills and knowledge to plan and 

manage any event

• Develop a powerful event planning toolkit

• Understand how to create and sustain profitable 

professional alliances that deliver

• Understand how to bring all of the elements together to 

make a world-class event

WHO SHOULD ATTEND? 

The Events & Conferences Management training course is ideal 

for anyone involved in organising events or conferences. The 

training course is suitable for anyone who needs to organise 

and direct smooth and professional events to achieve positive 

impacts on reputation, with both practical and management 

perspectives. This includes:

• Meeting planners

• Event managers and marketers

• PR professionals

• Hospitality professionals

• Hoteliers

Whether you work as a Conferences Manager, Event Manager or 

Fundraiser, the skills you learn through this practical training will 

be invaluable.
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PROGRAMME OBJECTIVES 

At the end of EuroMaTech’s Events & Conferences Management 

training course, participants will be able to:

• Understand the principles and key elements of successful 

conferences and events

• Know how to source ideas and to research and deliver a 

winning proposal

• Demonstrate the skills of a good event planner including 

sourcing venues, speakers and suppliers and managing 

VIPs and the media

• Understand how to publicise and market your event

• Manage an event team and hold event meetings 

successfully

• Explain how to manage a budget, detailing how 

sponsorships work and what the main incomes and 

outgoings are

TRAINING METHODOLOGY    

This fast-paced Events & Conferences Management training 

course uses a rich mixture of practical exercises, case-studies, 

questionnaires, syndicate and group work and video/DVD 

examples. Participants will be asked to reflect on and to discuss 

their own professional issues and experience.

Delegates will be encouraged to ask questions as the training 

progresses relevant to their own backgrounds and company 

requirements. The training course will culminate in a group 

exercise in which delegates will have an opportunity to apply 

what has been covered in the course.

PROGRAMME SUMMARY 

This innovative EuroMaTech course on Events & Conferences 

Management develops a wide range of skills starting with 

event concept, briefing and using creativity, venue selection, 

planning and project management, event hosting skills, protocol 

planning, team formation and management, briefing skills and 

evaluation. The course explains the skills and attributes of a good 

event planner and, through coaching and advice, helps every 

participant to grow to their full potential.



DAY 01

AN INTRODUCTION TO THE PERFECT EVENT 
PROPOSAL

• Key qualities and skills of an Event Manager

• Creating a first-class event brief, identifying event goals

• Choosing the event to fit the goals – World class examples

• Creating the perfect proposal

• A problem-solving approach to event design

• Costing and outline budget preparation

DAY 02

STARTING THE PERFECT PLANNING 
PROCESS

• Project management

• Setting SMART Objectives

• Creating the multi-disciplinary team to deliver your event

• Event planning – Content, messages and themes

• Set and venue theming, catering and partner programmes

• Planning for social media, web and on-line participation

DAY 03

TIMING TO PERFECTION

• Turning your time line into a project Gantt Chart

• Event running order time management, scheduling and 

crew rosters

• Sourcing venues, speakers and entertainment

• Conducting a full risk assessment and documenting it

• Contracts, budget control, contingency and delegation

• Managing suppliers, speakers and entertainers

PROGRAMME OUTLINE

In-House Training
EuroMaTech is capable of conducting this training 

programme exclusively for your delegates. Please e-mail 

us on inhouse@euromatech.ae for further information 

and/or to receive a comprehensive proposal.
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DAY 04

BUILDING YOUR BRAND AND REPUTATION

• The “Stage management” of the event

• Ensuring the event is on message and on brand

• Greeting guests – hosting, welcome desk – set up and 

management

• Working with VIPs and Senior Leaders

• Your brand on show – walking the talk

• Briefing your team including top-tier managers and 

presenters

• Corporate Social Responsibility and eco-event planning

DAY 05

PUTTING IT ALL TOGETHER FOR SUCCESS

• Marketing the event and guest invitations

• Generating news through an event – inviting the media 

and bloggers

• Invitations, press releases, press office, the press pack and 

gifts

• Managing filming and photography on site

• Measuring event success

• Team working and your personal effectiveness

• Planning your career and personal development



YOUR DETAILS

Name (Mr/Ms): .........................................................................................................................................................................................................................
Position: Organisation:  ..........................................................................................................................................................................................................
Address: ...................................................................................................................................................................................................................................
................................................................................................................................................................................................................................................
................................................................................................................................................................................................................................................
City / Country: ..........................................................................................................................................................................................................................
Telephone / Fax: ......................................................................................................................................................................................................................

METHOD OF PAYMENT

£ Please find enclosed a cheque made payable to EuroMaTech

£ Please invoice me

£ Please invoice my company as follows:

Contact Name: ........................................................................................................................................................................................................................
Company Name: .....................................................................................................................................................................................................................
Address: ....................................................................................................... ...........................................................................................................................

Disclaimer

EuroMaTech reserves the right to alter the content, location of the Seminar, or the identity of the speakers in case of events beyond our control.

*VAT Announcement: The Government of UAE have introduced Value Added Tax (VAT) on goods and services from 01-January-2018. In compliance with the legislation issued 
by the UAE Government, we will be applying a 5% VAT on the fees for all our programs and services offered from January 2018 as applicable and stipulated in the FTA circulars.

Cancellation Policy

Request for seminar cancellation must be made in writing & received at EuroMaTech three weeks prior to the seminar date. A U.S.$250/- processing fee will be charged per 
delegate for each cancellation. Thereafter, we regret that we are unable to refund any fees due, although in such cases we would be happy to welcome a colleague who would 
substitute for you.

EASY WAYS TO REGISTER

Telephone: +971 4 4571800 to 
provisionally reserve your place.

Fax your completed registration 
form to: +971 4  4571801

E-mail to us :  info@euromatech.com
or helpdesk@euromatech.ae

Complete & return the booking form with cheque to:
EuroMaTech P.O.Box 74693, Dubai - U.A.E.

SEMINAR DETAILS

Documentation
High Quality material has been prepared by the Seminar Leader for 
distribution to delegates. In addition a special note pad to facilitate 
note taking will be provided.

Certificates
A Certificate of Completion will be issued to those who attend & 
successfully complete the programme.

Schedule
07:30  –  08:30 Welcome
08:30  –  10:15 First Session
10:15    –  10:30 Coffee Break
10:30   –  12:15 Second Session
12:15    –  12:30 Coffee Break
12:30   –  14:00 Third Session
14:00  –  15:00 Lunch
15:00  –  16:00 Open Session

Hotel Accommodation
EuroMaTech has negotiated special rates for a limited number of 
rooms in the hotel. Early registration will help to secure a room at 
the reduced rate.

Registration & Payment
Please complete the registration form on this page & return it to us 
together with your cheque made payable to EuroMaTech.

For Further Information, Contact Your Nearest EuroMaTech Office:

U.K. Office
109 Mount Pleasant
Liverpool L3 5TF, United Kingdom
Telephone +44 151 709 7100    Fax +44 151 709 7181
e-mail: info@euromatech.com   http://www.euromatech.com

Middle East Office
P.O. Box 74693, Dubai, United Arab Emirates
Telephone : +971 4 4571 800    Fax : +971 4 4571 801
e-mail: dubai@euromatech.com  http://www.euromatech.com

4 DATE VENUE FEE($)

04 - 08 Nov 2018 Dubai US$ 4,750

This fee is inclusive of instruction materials, documentation, lunch, coffee/tea breaks & snack. All Fees are subject to 5% Value Added Tax (VAT).*
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