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Hybrid Methodology
Combining flexibility with a deadline-driven approach using Waterfall
project management methods.

Initial Consultation and Planning
Client Needs Assessment: Understanding client's vision and requirements.
Scope Definition: Defining deliverables, timelines, and budget.
Technology Integration: Selecting tools and platforms to streamline
planning.

Project Management
Dedicated Project Manager: Ensuring consistent communication and
coordination.
Timeline and Milestones: Developing detailed project timelines.
Budget Management: Implementing budget controls and reporting.

Vendor and Venue Coordination
Vendor Selection: Securing competitive pricing and high-quality services.
Contract Negotiation: Ensuring favorable contract terms.
Logistics Planning: Coordinating transportation, accommodations, and on-
site setup.

Utilizing Technology
Event Management Software: Handling registrations and communications.
AI and Automation: Automating tasks to enhance efficiency.
Virtual and Hybrid Solutions: Using interactive platforms for engagement.

Marketing and Communications
Marketing Plans: Maximizing event visibility through strategic marketing.
Stakeholder Communications: Maintaining clear communication with
stakeholders.

On-Site Management
Run-of-Show: Outlining event day details.
On-Site Coordination: Overseeing event activities and addressing issues.
Volunteer Management: Recruiting and training volunteers.

Post-Event Activities
Feedback and Evaluation: Conducting surveys and feedback sessions.
Reporting: Providing detailed post-event reports.
Continuous Improvement: Implementing best practices based on feedback.


