SOP: Event Planning and Objectives Definition

This SOP details the process of event planning and objectives definition, covering the identification of event goals,
target audience analysis, budget planning, timeline development, resource allocation, and stakeholder collaboration. It
ensures that all events are strategically designed to meet specific objectives, achieve desired outcomes, and provide a
seamless experience for participants while aligning with organizational priorities.

1. Purpose

To establish a standardized approach for planning events and clearly defining their objectives, ensuring successful
execution and alignment with organizational strategies.

2. Scope

This SOP applies to all personnel involved in the planning, coordination, and execution of organizational events.

3. Responsibilities

e Event Manager: Oversees the entire planning process and ensures adherence to objectives.
e Event Team: Assists with planning steps, coordinates logistics, and communicates with stakeholders.
o Stakeholders: Provide input on objectives, resources, and desired outcomes.

4. Procedure

1. Define Event Objectives
o Gather input from stakeholders to identify the primary purpose of the event (e.g., networking,
fundraising, training).
o Establish Specific, Measurable, Achievable, Relevant, and Time-bound (SMART) objectives.
2. Identify and Analyze Target Audience
o Determine key audience segments (such as employees, clients, partners, public).
o Assess needs, interests, and desired outcomes for each segment.
3. Budget Planning
o Estimate costs for venue, catering, materials, marketing, technology, staffing, etc.
o Secure required funding and obtain approval from management.
4. Timeline Development
o Qutline major milestones and deadlines for each phase of event planning.
o Create a detailed project schedule using a Gantt chart or task list.
5. Resource Allocation
o Identify required personnel, equipment, and materials.
o Assign responsibilities to team members based on expertise and availability.
6. Stakeholder Collaboration
o Schedule regular meetings with key stakeholders to review progress and provide updates.
o Document and address feedback throughout the planning process.
7. Approval & Documentation
o Obtain signoff on event objectives, plans, and budget from relevant authorities.
o Maintain thorough documentation for transparency and post-event evaluation.

5. Documentation & Records

Document Description Reter_ltlon
Period
Event Plan Comprehe_ngve plan including objectives, budget, timeline, and 3 years
responsibilities
Meeting Notes  pjscussion points and decisions from stakeholder meetings 3 years
Budget Detailed summary of projected and actual expenditures 3 years

Reports



6. Review & Continuous Improvement

Following each event, conduct a debrief with all stakeholders to assess success against objectives, gather lessons
learned, and identify opportunities for improvement in future events.
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