
By Rob Tonge

How To organise

special evenTs

& FesTivals

Tourism managemenT series

Improve yourself and your business
Advance your career, train staff, learn new management techniques

Home Business Manuals Tourism Manuals Contact Us

http://www.e-trainingmanuals.com.au/
http://www.e-trainingmanuals.com.au/business-manuals/
http://www.e-trainingmanuals.com.au/tourism-manuals/
http://www.e-trainingmanuals.com.au/contact-us


How To Organise Special Events & Festivals 2

HOME Business Manuals Tourism Manuals Contact Us

Thank you for downloading the sample chapters of How To Organise Special 
Events & Festivals published by Gull Publishing. This excerpt includes the Table 
of Contents, the preface about the Author and the first chapter, which overviews 
the book.

We hope you find this information useful in evaluating this book

© ROB TONGE  
1998, 1999, 2000, 2001, 2002, 2005, 2008, 2010

First published 1998
Second edition 1999
Third edition 2000
Fourth edition 2001
Fifth edition 2002
Sixth edition 2005
Seventh edition 2008
Eighth edition 2010
ISSN  0811 2207
ISBN  978 1 876834 58 6

GULL PUBLISHING PTY LTD 
PO BOX 26 COOLUM BEACH, QUEENSLAND 4573 AUSTRALIA 

www.e-trainingmanuals.com.

Design and typesetting by Ad Image www.adimage.net.au

DISCLAIMER

This manual is provided to purchasers with the express knowledge and 
understanding that Gull Publishing Pty Ltd, its authors, directors, shareholders, 
agents and employees, the producers of the manual or any approved person 
working on behalf of these companies (hereafter referred to as ‘the Company 
and Agents’) will not be responsible or in any way liable for the results of any act 
done or omitted to be done on the basis of information contained in this manual, 
nor for any errors or omissions in the said information.  The Company and Agents 
expressly disclaim all and any liability for any loss or damage which may be 
suffered by any person or corporate entity which may make use of this manual or 
any person arising our of or as a result of or in connection with any act done or 
omitted to be done by the person using the manual in reliance, whether whole or 
partial, upon the whole or any part of the contents of this manual whether that 
loss/damage is caused by any fault or negligence on the part of the Company and 
Agents, or otherwise howsoever.

This manual is Copyright. With the exception of worksheets, no other 
part of this publication may be reproduced, stored in a retrieval system 
or transmitted in any form or by any means, electronic, photocopying, 
recording or otherwise, without prior written permission. Enquiries should 
be directed to the publisher.

http://www.e-trainingmanuals.com.au/
http://www.e-trainingmanuals.com.au/business-manuals/
http://www.e-trainingmanuals.com.au/tourism-manuals/
http://www.e-trainingmanuals.com.au/contact-us
http://www.e-trainingmanuals.com.au
http://www.adimage.net.au


How To Organise Special Events & Festivals 3

HOME Business Manuals Tourism Manuals Contact Us

CHAPTER 1:
 “Introduction” .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .   5
  Why Some Events Fail to Achieve Their Objectives  . . . . . . . . . . . . .  6
  Twenty-Five Characteristics of Successful Events .  .  .  .  .  .  .  .  .  .  .  .  .  .   8
  Strategic Planning for Special Events Flowchart  . . . . . . . . . . . . . .  9

CHAPTER 2:
 “Planning An Event - Initial Considerations”  . . . . . . . . . . . . . . . . . .  10
  Setting the Primary Goal, Objectives & Theme .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  11
  The Importance of Lead Time in Event Planning  . . . . . . . . . . . . . .  13
  Setting the Event Date .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  13
  Accessible Events  . . . . . . . . . . . . . . . . . . . . . . . . . . . .  14
  Which other Organisations will be Involved?  . . . . . . . . . . . . . . . .  14
  Setting the Event Start & Finish Times .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  15
  Developing the Action Plan .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  15
  Event Action Plan Chart  . . . . . . . . . . . . . . . . . . . . . . . . .  17
  The Constraints of Tradition  . . . . . . . . . . . . . . . . . . . . . . .  19
  Preparing a Business Plan  . . . . . . . . . . . . . . . . . . . . . . . .  19
  Strategic Planning .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  20
 Using Professional Services  . . . . . . . . . . . . . . . . . . . . . . . . . .  20

CHAPTER 3:
 “Establishing The Organising Committee”  . . . . . . . . . . . . . . . . . . .  22
  Organisational Structure Options  . . . . . . . . . . . . . . . . . . . . .  22
  Developing the Constitution & By Laws  . . . . . . . . . . . . . . . . . .  23
  Event Manager/Co-ordinator  . . . . . . . . . . . . . . . . . . . . . . .  24
  Other Key Office Bearers .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  24
  Sub-Committees .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  24
  Reporting & Communication  . . . . . . . . . . . . . . . . . . . . . . .  26
  The Need for Succession Planning .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  26

CHAPTER 4:
 “Budgeting And Financial Management”  . . . . . . . . . . . . . . . . . . . .  29
  Typical Expenses Checklist  . . . . . . . . . . . . . . . . . . . . . . . .  31
  Financial Management & Control  . . . . . . . . . . . . . . . . . . . . .  32
  Controlling Ticket Sales  . . . . . . . . . . . . . . . . . . . . . . . . .  34
  Compiling an Asset Register  . . . . . . . . . . . . . . . . . . . . . . .  34
  Identifying Government Grants & Subsidies  . . . . . . . . . . . . . . . .  35
  Acquittal of Grant Funding  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  35
  Asset Register Chart  . . . . . . . . . . . . . . . . . . . . . . . . . . .  36

CHAPTER 5:
 “How To Gain Sponsorship” .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  39
  Five Reasons Why Some Requests for Sponsorship Fail .  .  .  .  .  .  .  .  .  .  .  .  39
  What major Sponsors Want .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  40
  Opportunities for Sponsorship  . . . . . . . . . . . . . . . . . . . . . .  40
  How to Develop a Sponsorship Plan  . . . . . . . . . . . . . . . . . . . .  41
  Guidelines for Approaching Sponsors  . . . . . . . . . . . . . . . . . . .  41

CHAPTER 6:
 “Event Planning - Key Issues” .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  45
  Developing the Event Program  . . . . . . . . . . . . . . . . . . . . . .  45
  Outdoor Venue Site Plan  . . . . . . . . . . . . . . . . . . . . . . . . .  45
  Licences, Permits & Approvals  . . . . . . . . . . . . . . . . . . . . . .  46
  Recruiting & Managing Volunteers .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  47
  Organising the Printing Requirements  . . . . . . . . . . . . . . . . . . .  48
  Make All the Bookings as Early as Possible  . . . . . . . . . . . . . . . . .  49
  Accommodation Requirements  . . . . . . . . . . . . . . . . . . . . . .  50
  Special Equipment .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  50

http://www.e-trainingmanuals.com.au/
http://www.e-trainingmanuals.com.au/business-manuals/
http://www.e-trainingmanuals.com.au/tourism-manuals/
http://www.e-trainingmanuals.com.au/contact-us


How To Organise Special Events & Festivals 4

HOME Business Manuals Tourism Manuals Contact Us

CHAPTER 6:
 “Event Planning - Key Issues”
  Communication During the Event  . . . . . . . . . . . . . . . . . . . . .  50
  Information Kits for Visiting Competitors/Participants  . . . . . . . . . . .  51
  Officials & Judges  . . . . . . . . . . . . . . . . . . . . . . . . . . . .  52
  Traffic Management & Parking  . . . . . . . . . . . . . . . . . . . . . .  52
  Venue  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  53
  Toilets  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  54 
  Catering  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  55
  Avoiding Problems with Public Address Systems .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  55
  Hosting VIP Guests .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  56
  Pre-Event Final Briefing  . . . . . . . . . . . . . . . . . . . . . . . . .  57
  Post-Event Action Plan .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  57
  Ways to Resolve Stagnation or Decline of Annual Events .  .  .  .  .  .  .  .  .  .  .  58

CHAPTER 7:
 “Risk Management”  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  60
  Conducting a Risk Assessment  . . . . . . . . . . . . . . . . . . . . . .  60
  Risk Assessment Chart  . . . . . . . . . . . . . . . . . . . . . . . . . .  63
  Security  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  65
  Insurance .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  66
  The ‘What If . . .” Factor  . . . . . . . . . . . . . . . . . . . . . . . .  68
  Crisis Management .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  68
  Crisis Management Action Plan  . . . . . . . . . . . . . . . . . . . . . .  69

CHAPTER 8:
 “How To Promote Your Special Event”  . . . . . . . . . . . . . . . . . . . . .  70
  Identifying the Target Markets  . . . . . . . . . . . . . . . . . . . . . .  70
  Market Research .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  71
  Timing  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  71
  Marketing Options .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  72
  Preparing a Marketing Plan .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  73
  Guidelines for the Preparation of News Releases  . . . . . . . . . . . . . .  74
  News Releases for Radio  . . . . . . . . . . . . . . . . . . . . . . . . .  75
  Guidelines for Advertising  . . . . . . . . . . . . . . . . . . . . . . . .  76
  Banners & Signs  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  78

CHAPTER 9:
 “How To Conduct A Post-Event  Evaluation”  . . . . . . . . . . . . . . . . . .  79

 “Special Event Planning Check Lists”.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  82 - 93

ABOUT THE AUTHOR
Rob Tonge is Senior Partner of the Queensland based regional tourism development 
consultancy firm Rob Tonge and Associates providing assistance to the tourism 
industry around Australia and the Pacific since 1977.
The company specialises in community and regional tourism planning, remote 
area tourism, feasibility analysis, tourism association development and the 
establishment and operation of visitor information centres.
Since 1980 Rob Tonge and Associates have conducted 70 research projects giving 
the Rob Tonge organisation an unparalleled depth of knowledge and experience.
Rob has used his extensive experience to compile the popular Tourism Management 
Series of practical “how-to” manuals now used by all levels of government, the 
private sector and training organisations, in 24 countries. 
Contact Rob: www.robtongetourism.com

Click on any chapter heading to jump to that page

http://www.e-trainingmanuals.com.au/
http://www.e-trainingmanuals.com.au/business-manuals/
http://www.e-trainingmanuals.com.au/tourism-manuals/
http://www.e-trainingmanuals.com.au/contact-us
http://www.e-trainingmanuals.com.au/tourism-manuals/


How To Organise Special Events & Festivals 5

HOME Business Manuals Tourism Manuals Contact Us

cHapTer one

A Practical Guide 
for Non-Profit Clubs 
& Associations

Every week throughout the year a wide variety of special events and festivals 
are held in communities across the nation, amounting to hundreds of events 

annually.  The special events sector today covers many different types of events, 
ranging from small local club displays and functions, to large, hallmark events 
drawing international participation and support.  Growth in the number of special 
events has been particularly evident throughout regional Australia, and in recent 
years, many innovative events have been added to the national events calendar.

Traditionally, special events and festivals did not target the tourism market and 
were organised for reasons such as centenary celebrations or other milestones 
in community development, cultural and heritage events, sporting competitions, 
field days, religious holidays, and events with a local focus to raise funds for a 
specific purpose to benefit clubs and communities in some way.

Special events are widely recognised as being a growth sector of the tourism 
industry with potential to generate substantial economic benefit for the city, 
township or region involved.  This wider recognition of ‘events tourism’ has 
also heralded a continually expanding number of new events in many regions as 
community leaders, clubs, and local and regional tourism industry representatives 
have identified opportunities to tap into the visitor market.

Special events form part of the ‘attraction’ component of the tourism industry.  
In places with only limited natural and/or built attractions, there are a number 
of instances in rural and regional areas where special events have become 
attractions with high levels of appeal that draw large numbers of visitors to 
these places.

While larger events may have sufficient financial resources to employ paid 
organisers or secretariats, the vast majority of special events and festivals held 
in regional areas are organised, on a voluntary basis, by clubs, associations, 
other special-interest groups and community committees.  Service clubs such 
as Rotary, Lions, Apex and Jaycees are frequently at the forefront of these 
initiatives.  In addition to these voluntary organising committees, the staging of 
events is supported by many thousands of volunteers from the wider community.

The dedication and commitment of the volunteer labour force from the wider 
community is critical to the success of special events.  It is generally recognised 
that events could not be staged without this assistance.

Many events start out in a small way with some achieving state, national and 
international recognition and patronage.  Successful events can generate 
substantial economic benefits for the local economy, and importantly, these 
events foster a strong sense of ‘community’, as people with diverse experience 
work together to achieve a common goal.

1
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Because of the many different types of special events, the planning, management 
and marketing requirements will vary from event to event, nevertheless, there 
are a number of fundamental principles which apply to all events, irrespective 
of size, scope and type.

This manual explains these generic principles and provides a practical step-by-
step guide to assist clubs, associations and event committees with the event 
planning, management and marketing process including the preparation of 
submissions for sponsorship, and conducting a post-event evaluation.

The last section in the manual summarises this process with a comprehensive 
checklist.

… but at this point let us review the reasons why some events fail – and the 
characteristics of successful events.

WHY SOME EVENTS FAIL TO ACHIEVE THEIR OBJECTIVES
Although there are many successful events, instances occur where hard working 
organising committees see their events generate only limited interest and fail 
to meet the desired objectives - situations that can leave committees with 
substantial debts, creating disenchantment in the community and sponsoring 
organisations.

In these cases, the main reasons for failure are usually a combination of two or 
more of the following factors:

• Failure to allow sufficient planning time;

• Inadequate planning;

• Problems within the organising committee - i.e. power struggles, infighting, 
lack of the necessary skills;

• Overly optimistic income projections;

• Inadequate market research – does the event have appeal outside your 
community?

• Clashing of event dates;

• An ad hoc approach to marketing  (lack of a marketing plan);

• Lack of a sponsorship plan;

• Inadequate budget and/or poor financial management;

• Failure to meet spectator and/or competitor expectations;  or

• Failure to adequately make provision for inclement weather conditions.

These problems are often compounded by four other issues:

1) In many communities there is a lack of networking and communication 
between organising committees, resulting in duplication of effort, failure 
to take advantage of co-operative opportunities, and failure to recognise 
the benefits that can be gained by sharing resources;

2) There is now evidence to indicate that firstly, in some regions the number 
of events has reached, or is reaching, saturation point, and secondly, event 
committees often tend to overlook the fundamental issues of supply and 
demand;
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3) Committee ‘burnout’ can sometimes occur when annual events grow and 
achieve state or national status, or when after the first flush of enthusiasm 
wanes, the workload falls on a small core of dedicated committee 
members;  and

4) When event committees plan to gain patronage from tourists, there is 
sometimes a lack of understanding that, because of the dramatic growth 
in the number of regional special events, many are being duplicated from 
region to region, with the result that some types of events may now have 
little appeal or potential to attract the visitor market.

From the viewpoint of people attending local and regional events, recent research 
has revealed five main complaints (excluding bad weather):

1) Insufficient toilets;

2) Overpriced food and beverages;

3) Inadequate traffic management and signage;

4) The event program ran considerably over the scheduled time;  and

5) The event failed to meet expectations created by promotion.

Organising committees need to be aware in planning any event that the populace 
today is more demanding and selective than ever before, and expectations are 
high.

What all these issues mean is that if a special event or festival is to achieve 
success, it must be innovative, well planned, and effectively marketed.  The 
potential market must be identified.   Professionalism and attention to detail are 
mandatory elements.
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