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EVENT PLAN: STAGING AND LOGISTIC
Event Design and Creative Concept Rationale:

The following reflection enwraps the staging and logistic necessities of an event that is queued to be executed by Deakin Event Team and going to be held on 21st March 2020. The event is planned to be observed within the premises of The Atrium in Federation Square, Melbourne, Australia. The underlying purpose of the event is to establish productive interconnectivity among interested local and international students. In order to facilitate schedules of students, the event will be continued from morning (10:00) to evening (6:00). The gathering will be laden with a myriad of convivial activities including speeches from guest speakers, performances by students, and food vendors' stalls. All the incorporated aspects of event design and arrangements proffer a substantial opportunity for students to expand their socialization horizons.

Moreover, to evade the peril of mismanagement and implied uneasiness, a reasonable seating arrangement with tables is considered for increased convenience of attendees. On the other hand, the primary security requirements are assured from the very beginning to the end of the event. Along with essential protective measures and security initiatives, the event management is ready to tackle any emergency through a first aid handy facility. The budgetary issues and dissemination of perceived responsibility are determined in the initial phase of the project so that everyone could partake effectively in making the event an ultimately thriving venture. Throughout all the planning and preparation, expediency and efficacy are pivotal so that expectation of 300-400 attendees could be catered flawlessly. 

Key Aspects of the SWOT Analysis for the Event:
· Strengths: Inculcation of trust-based attributes is the underlying factor that makes the event a prospecting pro on the city and governmental level. The event is productive in terms of augmenting the sustenance of Melbourne toward educational endeavours of local and international students. Moreover, the selected venue, i.e. The Atrium in Federation Square, is widely known as the centre of creativity, innovation, and cultural diversity throughout Melbourne. The design and scheme of the event are relatively uncomplicated and systematic that will mitigate certain impediments during the event. 
· Weaknesses: The event is cost-free gathering venture and therefore financially there are no advantages associated. Most of the event staff lack experience. Any probable staging and other designing slipups could eradicate the interest of attendees, and they could leave the venue in the middle of the event. 
· Opportunities: The intertwined aspect of socialization and affability of the event can induce students to comprehend the diverse adaptability of Melbourne. The Atrium will become a spectacular setting to impress international students.
· Threats: Staging and logistic and other interrelated tasks are needed to be done effectually; otherwise, a minor flaw will be sufficient enough to impact the event negatively.
Feasibility of the Event:
Staging and logistic are the aesthetics of an event that are needed to done smartly before the decided day of the event. In this context, the Atrium is the best suitable, state of the art venue that is cost-effective and alluring for both international and local students. The opted setting is more than perfect for the venture, such as educational gatherings because of its spaciousness and creative outlook. It is mentioned that the event carries no entry fee, and therefore the venue suitability becomes manifold as the place is free of charges. Nevertheless, reasonable insurance is necessary because public events involve considerable risk of perceived wear and tear, and therefore, it is indispensable to cover general liability, legally.

Moreover, all the event-related paraphernalia such as seats, tables, speakers’ system and marquees staging accessories are subject to be ready long before the actual commencement of the event. Such preparations are critical in averting operational hindrance at the eleventh hour. Furthermore, transportation is an integrated logistics management responsibility that will be employed to carry international students from a predetermined destination point to the Atrium, Federation Square. In the absence of haulage facility, the foreign attendees will feel inopportune and likely to encounter intricacies in navigation.
Site Plan and Layout

· Capacity: The event is planned to accommodate about 300-400 attendees, and the Atrium's capacity was estimated according to the expected number of audiences. The site is evaluated for adequate emergency exits and other associated risk factors. The event signifies the idea of seating arrangements instead of standing audience and therefore it is crucial to arrange the seating in a manner that all the attendees could have a view of performance that will take place on stage. The Atrium is an open space that features a smooth speculation surface and does not attribute trees or other natural obstructions that in turn improve the quality of spaciousness. The calculation of venue space is imperative in avoiding the peril of getting out of space that could make the event a total disaster. 
· Equipments and other similar services:  Placement of different supporting equipment and devices plays an integral role in staging and logistics management area. In due course, assure a reasonable placement strategy through which all the paraphernalia stay out of attendees' sight yet handy for enhancing the enjoyment and efficacy of the event. Efficient placement of electric equipment also decreases the hassle associated with messy cables and wires everywhere. Along with other aspects, the implied safety from potential hazards should be a concern when placing and adjusting the equipment. Dust bins and other similar facilities should be within sight of attendees yet should be not the focal on the scenario. 

· Sanitation facilities: Sanitary facilities range depends on the number of attendees and the duration and location of the event. In order to stay agile in this area, advice from the local authority is rendered to estimate the just accurate reckoning regarding required sanitation facilities. The Atrium is an indoor event ambience, and therefore it is assured that attendees could quickly locate the washrooms and toilets. Meanwhile, the food vendors are placed far away from such facilitation. Moreover, it is necessary to keep the waste bins clean and empty throughout the event, and it is mentioned that the event will last from morning till evening and therefore there is need to keep sanitation up-to-date throughout the day. Further, the toiletry and supplies such as soap and tissue papers should be adequately provided. 

· Health and safety: Organizing an event accentuates the vitality of health and safety measures. In this context, it is the underlying obligation of staging and logistics management to plan, manage, and control all health and safety facades. When it comes to safety and health standards, stakeholders of the event are included in the consideration. 
· Communication: Communication strategy is the fundamental and unavoidable aspect of successful implementation of operations in event management. The event is sizeable as it comprised of more than three hundred prospect audience and therefore entices a need for sophisticated communicational tactics. From the beginning, the event management team should depict a pure sense of coherence and interconnectivity through precise communication. In this way, apparent dissemination of implied works and responsibility can be assured throughout the event management process. Deakin Team conducted meetings, and all the agreed decisions are handed out to all teammates in written form. Different technological facilities and software can be utilized to enhance the effectiveness of the communicational process. Moreover, along with all other major and minor issues regarding the event project, contact list of all stakeholders and relevant agencies should be handily available to all managerial team and other personnel. Alternative modes of communication are also planned.

· Transportation: Well-devised transportation plan is a crucial aspect for the event, and any error in the blueprint could lead to subsequent failure of the event. In order to make the occasion a flawless victory, the arrival of all attendees should be definite at the venue in time without confronting any pester. The Atrium is a renowned and familiar spot for locals; meanwhile, the international students will be assisted and transported to the event. In order to eradicate the possibility of traffic complications, smooth traffic parking and availability of ambulance service are also planned in an elaborative manner.

Running Sheet for the Day of the Event  
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Budget For Site Set Up
	Task Head
	Description
	Estimated Price

	Venue
	The Atrium space at Federation Square
	$0

	Insurance
	For the expected 300 to 400 participants including staffing
	$800

	Equipment
	
	

	· Additional furniture
	Tables and chairs
	$50

	· Staging


	Marquees 

Stage
	$150

$300

	· AV equipment
	Speakers, microphones and amplifiers
	$100

	· Clean up
	Mops, cloths, 
	$100

	Transportation
	Coach including bus driver used to transport new international students to event location
	$1000

	
	Total Cost
	$2500


 OHS Risk Management Plan 
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Stage and arena program for event

Time

Event Costs

Budget: Group:

Budget Code:

Group approval for event: Name:
Signature:

Higher level approval (if needed):

Signage/Event Marketing

Website Inf tion: Yes/N
bt Infuzostion: e/ Ao Date Requested/loaded:

For further information contact:
Name:

Poster Banner Logo Other:

Materials required: ‘ Flyer

Size: ‘ l Quantity: ‘ ‘
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