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The aim of the course is to provide students with knowledge and effective instruments
for project management in the area of conference, convention and other type of event
organization. After the course students will be able to create their personalized working
scripts for event organization. During the education process students will be provided by
practical case studies and will have opportunity to simulate real situation.

The objectives of the course are to provide students with practical knowledge and
working instruments on the following topics:
- to define aim and tasks of the event, brief preparation;
- offer creation: presentation, budget, timeline;
- offer presentation and selling to potential client;
- team work organization and planning;
- selection of suppliers, documentation;
- additional staff: how to recruit and coordinate work with freelancers, artists,
hostess etc.;
- how to work with venues, catering, technical equipment, administrative and
security staff and others;
- project realization chart: how to create and why it is needed;
- what happens after the event is realized: reports and feedbacks.

The course is provided in cooperation with the industry professionals from the Baltic
Travel Group and the Latvian Convention Bureau.
Final examination in the end of the course as well as 5 practical assignments according to

the course schedule should be passed:
1) Types of events & event organizers;
2) Event offer preparation;
3) Event scenario and security plan;
4) Event feedback;
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Requirements for Credits:

Abiding by the Academic
Ethics

Learning Outcomes; the
evaluation methods and
criteria

5) GDPR policy.
Students should complete all practical works.
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The grade for each of the practical assignments should be at least 4.
The grade for the final examination should be at least 4.
Students must abide by the academic and research ethics, Vidzeme University of Applied

Sciences Ethics Regulations, incl.:

— study papers must be independently developed;
— the study work should reference all statements, ideas and data used that have been

authored by someone else;

— appropriate data acquisition methods should be used in the acquisition of data, the
research ethics must be respected, empirical data must be collected independently

and cannot be distorted or falsified;

— the examination must be carried out by the student independently, without the use of
supporting materials and/or consultations with other students, unless the lecturer

states otherwise.

In the event of non-compliance with the academic and research ethics, punishment is
imposed in accordance with the ViA Ethics Regulations and the study course must be re-

taken, unless the punishment is extramarital.
Learning Outcomes
Knowledge

Understanding types of the events:

- Definition of event: target audience,
aims, tasks, types and forms of
events

- Inside and outside events

- Corporate events and their types

- Business events — shareholders
meetings, congresses, conferences,
partner events, awards etc.

- PR —events (press conferences etc.)

- Team buildings — games, trainings
etc.

- Charity and family events

- Other

Understanding types of the event
management organizations:

- DMC

- PCO

- Event agency

- Other

Understanding the event—-manager
competences

Skills

Brief preparation:

- Corporate event targets;

- Corporate values and corporate
event concepts;

- Brief preparation — What, Where,
When.

Event offer preparation: creativity &
presentation

The evaluation methods and criteria

Practical assignment work No.1
(individual assignment) — students
should evaluate several event samples
and define event type and which type of
organization they would use for offered
event organization.

Evaluation criteria: the grade is
proportional to the number of correct
answers.

Practical assignment work (see
description above)

Practical assignment work (see
description above)

Practical work (group assignment)

Evaluation criteria: pass / not pass.
Every student should complete the task
to pass the course.

Practical assignment work No.2
(group assignment) — students should
prepare offer and budget and present it
in groups with aim to receive
confirmation of offer.

The following criteria will be
evaluated: (1) how well the needs and



Course Compulsory
literature:

Course additional literature:

Event budget planning

Event timeline planning

Competency

Event organization and planning — holistic
and systematic approach to the management:
team establishment and management,
agreements, communication & coordination,

choices, scenarios, financial control, security.

Event evaluation — preparation of reports,
analysis of feedbacks

GDPR (General Data Protection Regulation)
Policy
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wants of the customer are met with the
offer; (2) what is the level of creativity
of the offer and its presentation (the
extent of usual / unusual product and
presentation components used); (3) the
accuracy of the budget; (4) the accuracy
of the event timeline. Each criterion
will equally contribute to the grade for
the assignment.

Practical assignment work (see
description above)

Practical assignment work (see
description above)

Practical assignment work No.3
(group assignment) — students should
prepare event scenario and security
plan.

The following criteria will be

evaluated: (1) accuracy & creativity of
the event scenario; (2) accuracy &
details of the security plan. Both criteria
will equally contribute to the grade for
the assignment.

Practical assignment work No.4
(group assignment) — students should
prepare feedback questionnaires, make
the pole and analyse the results of the
feedback.

The following criteria will be
evaluated: (1) accuracy & details of the
questionnaire; (2) accuracy of the
analysis & conclusions. Both criteria
will equally contribute to the grade for
the assignment.

Practical assignment work No.5
(individual assignment) —analysing
web pages of DMCs in Latvia,
Lithuania, Estonia for GDPR policy.

Evaluation criteria: pass / not pass.
Every student should complete the task
to pass the course.
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Study Course Plan:

Date

The date is
specified before
the
implementation of
the course

Theme

Definitions — types of the events, types of
the event management organizations,
event-manager competences

Brief — what is it and how to prepare a
good brief.

Corporate event targets, corporate values
and corporate event concepts. Brief
preparation — What, Where, When.

How to create offer and sell it to the
client: budget, timeline, presentation

What is offer. Creative approach to offer,
brainstorm. Creative scenario and
technical plan. Presentation

— what should be inside.

Event organization and planning: how to
establish “dream team”, suppliers
recruitment, documentation
- How to establish project team.
- Agreements with suppliers.
Complex services, specialized
services.
- Who are freelancers?
Agreements with freelancers.
- Technical support.
- Artists — how to work with
them. Direct communication.
- What does catering mean?
- Decorations.
- Cleaning.
- How to choose right venue?
- Event scenario.
- Transport and logistics.
- Financial control.
- Others: security, emergency,
protocol, unusual solutions.
Reports and feedbacks:
- types of the reports

- feedback questionnaires

GDPR (General Data Protection
Regulation) Policy

Academic hours

Contact
hours

Independent
work hours

2018.gada 21.maija rikojuma Nr.196 —s
2.PIELIKUMS

VIDZEMES
AUGSTSKOLA

Study Form/
Organization of
independent work of
students and task
description
Lecture & discussion.
Practical assignment
work (individual) —
types of events & event
organizers (sample
analysis)
Lecture & discussion;
Case study — brief
sample.

7 Lecture & discussion.
Case study — offer
sample in ppt.

Case study — budget
sample in excel.

Case study - timeline
sample in excel.
Practical assignment
work (in groups) —
event offer preparation
& presentation.

7 Lecture & discussion.
Case study — samples of
agreements, event
scenarios, logistic plan.
Practical assignment
work (in groups) —
event scenario and
security plan.

7 Lecture & discussion.
Case study — samples of
reports and feedback
questionnaires.
Practical assignment
work (in groups) —
event feedback.

7 Lecture & discussion.
Case study — GDPR



Final examination

Hours total:

32
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policy sample.
Practical assignment
work (individual) —
analysing web pages of
DMCs for GDPR
policy.



