
Sport Event Management 

and Promotion

Planning – Event Timelines



The importance of planning

▪ “Bad planning on your part does not constitute 
an emergency on my part.”

▪ He who fails to plan, plans to fail.”

▪ When planning for a year, plant corn.  When 
planning for a decade, plant trees. When 
planning for life, train and educate people.” –
ancient Chinese proverb

▪ “It pays to plan ahead.  It wasn’t raining when 
Noah built the ark.”

▪ “Expect the best, plan for the worst, and prepare 
to be surprised.”



Establishing Timelines

Who is going to do what when.



Event Planning Process: Overview

▪ Sports event managers spend more time 

planning than actually executing an event 

▪ Planning and building a team to execute the 

strategies and tactics go hand-in-hand





Your Project requirements
▪ Event proposal (Quick facts sheet)

▪ Event timelines (monthly, event day)

▪ Marketing plan

▪ SWOT analysis

▪ Budget

▪ Sponsorship proposals

▪ Contingency plans



▪ Appoint the organizing committee

▪ Set clear objectives for the event

▪ Have a brainstorming session to gather ideas

▪ Propose locations/venues and dates

▪ Conduct preliminary site examination and 

recommend the best venue based on location, 

accessibility, suitability, infrastructure and facilities

▪ Draft quick facts sheet with proposed date/time, 

venue, program and activities

▪ Book the venue

▪ Propose the celebrity or charity for the event

Big Pieces



Next steps
▪ Develop an event budget

▪ Develop side products

▪ Create a day of schedule of events

▪ Define staffing needs

▪ Sell sponsorships

▪ Book entertainment

▪ Advertise and promote the event to fans and non-fans

▪ Recruit, train and orient staff

▪ Setup and install the event

▪ Disassemble and move out the event

▪ Document the event for future sponsorship sales efforts 

▪ Post event SWOT analysis



General principles:

▪ Avoid having to do things twice.

▪ Leave space (margin) for unforeseen 

delays.

▪ Keep budget cycles in mind in the timing 

of trying to obtain sponsors. When are 

schedules set when dealing with sports 

teams and celebrities?

▪ Confirm and verify your plans and 

timelines with everyone involved



Event Planning Process: Overview

▪ The elementary task list will form a list of 

deadlines for the event

▪ Use Critical Task Analysis to flesh out the needs 

for completing each task by the set deadlines

▪ Create an event timeline based on how you 
want your final product to look

▪ Create a month by month timeline (18-10 
months)

▪ Remember your plans must reflect the goals of 
your event



Exploding Elementary Tasks
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Creating a Critical Dates Calendar

▪ Create preliminary deadlines for each elementary 

task chronologically, starting from the bottom and 

working backwards

▪ Identify start dates, allowing proper time to complete 

each task

▪ Some tasks with similar deadlines will take longer 

than others to complete

▪ The evaluation of tasks and their timelines is called 

Critical Task Analysis



Exploding Elementary Tasks

▪ Elementary Task: Invite VIP guests

▪ Key activity: Design invitations
▪ Decision points: Allocate budget for design, finalize 

logo, decide on VIP events/activities, set RSVP 
date, finalize accommodations, determine number 
of VIPs, decide printing date

▪ Key activity: Print invitations
▪ Decision points: Identify number of invitations to 

print, generate mailing list, determine timeline for 
design, printing and delivery, set deadline to send 
invitations



Using Critical Task Analysis

▪ Set a preliminary Critical Dates Calendar, then 

“explode” it to identify the component tasks for 

each elementary task

▪ Each elementary task may be compiled of 

multiple key activities and decision points

▪ Set deadlines for each key activity and decision 

point

▪ Be prepared to readjust deadlines to 

accommodate these secondary tasks



Staffing: Assign Responsibilities

▪ Critical Task Analysis can result in 

hundreds of line items on the Critical 

Dates Calendar

▪ It is helpful to add a row on this list 

identifying the person responsible for 

completing each task

Task Start Date End Date Responsibility

Budget Expenses Dec. 1 Jan. 3 DJ

Identify Attractions Dec. 1 Jan. 10 EN



Detailed examples can be found in An 

Insider's Guide to Managing Sporting 

Events

▪ The planning process is the foundation for 

successfully executing any event

▪ Critical analysis of tasks, deadlines, 

responsibilities and organizational needs 

is essential

▪ Be flexible with dates as you explode your 

task lists and calendars



March April May June

Send letters to potential teams. Recruit desired teams at Final Four. Sign desired teams. Finalize second tier sponsors.

Negotiate host sight details. (Hotel and arena) Sign hotel and arena contracts. Reserve transportation at sight. Negotiate contingency options.

Negotiate airline sponsor. Plan fun activities for teams. Reserve all venue supplies - tables, podiums, 

tents, ect.

First tier sponsorship revenues due.

Update website. Plan community outreach event. Negotiate fun activities. Mail fan recruiting brochures and cover letters to 

families of teams.

Create fan recruiting brochure. Sign contract with celebrity guest. Finalize top tier sponsors. Order gifts for teams (balls, bags, jackets, t-

shirts).

Create cover letters for teams, parents, fans, 

sponsors and corporate guests.

Plan opening banquet and ceremonies. Create contingency plans. Order corporate polo shirt gifts; sellable shirts and 

jackets; give-away t-shirts.

Sign graphic marketers to work up sponsor 

marketing campaigns for event.

Send press release announcing celebrity guest. Create brackets. Order banquet menu.

Review budget. Send press release announcing first tier sponsors.

Recruit volunteers.

Send first press release announcing signed 

teams.

August September October November

Get all paperwork to schools. Buy plane tickets. Review contingency plans. Assemble gear gift bags for teams.

Reserve plane tickets. Paperwork back from schools. (Waivers, birth 

certificate copies, insurance applications…)

Buy team and corporate welcome bag supplies. Assemble team and corporate welcome bags.

Visit host sight for final details confirmation. Buy insurance. Plan airport runs. Send press releases every 3 days leading up to 

event.

Set up community outreach event. Send press release announcing community 

outreach event.

Third press release about teams with coaches 

anticipation quotes.

Visit each attending team. Second press release anouncing teams.

Third tier sponsorship revenues due. Finalize marketing campaigns of event sponsors.

Finalize brackets. Marketing signage completed and shipped to host 

sight.

Recruit corporate guests from corporate 

basketball leagues.

Send press release announcing third tier 

sponsors.



Event preparation



Event day

schedule

7:30 - Check it the bubble equipment
7:45- Meet with all the staff people and check the sound 
equipment, the publicity, the food staff and explain how to 
have to be all (orient volunteers)
8:30 – Meet with the players in the field’s entry and do the 
players registration 
8:45- Explain to the player the rules  (referee) and try a 
little the bubbles
9:00 – Change the clothes and put the official equipment 
9:15 – Warm up time
The matches are going to be two parts of 15 mins with 3  
mins of rest between the parts  and 2 mins to change the 
bubbles after the match, there are going to be two groups 
of 4  teams, both groups are going to play at the same time 
first 12 matches of group phase and then quarter finals, 
semifinals and finals. In the group phase the win is 3 points 
and draw 1 point.
9:30 - 1º match in the group 1 and 2
10:05 – 2º match in the group 1 and 2
10:40- 3º match in the group 1 and 2
11:15 – 4º match in the group 1 and 2
11:50 – 5º match in the group 1 and 2
12:25 – 6º match in the group 1 and 2
13:00- Give to the players the lunch that was prepared for 
them and count the points to know the opponents
14:13 - Say the opponents and the points
14:15 -   1ºQuarter final
14:50 - 2º Quarter final
15:25 - 3º Quarter final
16:00 – 4º Quarter final
16:35 – 1º Semifinal
17:10 – 2º Semifinal
17:45 – Final
18:20 – Prices ceremony 



Ultimate tournament schedule
1

North American 

Spotted Catbears

3

4

5

TIME Field 4-A Field 4-B Bye TIME Field 6-C Field 6-D Bye

10:00 - 11:15 1 v 3 2 v 4 5 1 10:00 - 11:15 1 v 3 2 v 4 5

11:25 - 12:40 1 v 5 3 v 4 2 2 11:25 - 12:40 1 v 5 3 v 4 2

12:50 - 2:05 4 v 5 2 v 3 1 3 12:50 - 2:05 4 v 5 2 v 3 1

2:15 - 3:30 1 v 4 2 v 5 3 4 2:15 - 3:30 1 v 4 2 v 5 3

3:40 - 4:55 1 v 2 3 v 5 4 5 3:40 - 4:55 1 v 2 3 v 5 4

1

California, Pennsylvania, 2

Colorado, Tennessee 3

4

5

TIME Field 2-A Field 2-B Bye TIME Field 3-C Field 3-D Bye

10:00 - 11:15 1 v 3 2 v 4 5 1 10:00 - 11:15 1 v 3 2 v 4 5

11:25 - 12:40 1 v 5 3 v 4 2 2 11:25 - 12:40 1 v 5 3 v 4 2

12:50 - 2:05 4 v 5 2 v 3 1 3 12:50 - 2:05 4 v 5 2 v 3 1

2:15 - 3:30 1 v 4 2 v 5 3 4 2:15 - 3:30 1 v 4 2 v 5 3

3:40 - 4:55 1 v 2 3 v 5 4 5 3:40 - 4:55 1 v 2 3 v 5 4

2 Has-beens, USA

Downtown Brown DTB

Ocean City, MD
Good Job, Jenny! Palo Alto, CA

CUT Camp Chicago, IL

Cool Muscles CA/West Coast

ManBeerPig

All-Star Beach Ultimate Tour 2016 New York, NY
Humiliswag

ELITE POOL 2

Bay Area, CAMixed Cake Masters

ELITE POOL 1

ELITE POOL 4

Beached Whales Minneapolis, MN

Long Beach, CAView From Above Fried or Fertilized

Politely F-ing Canadian Toronto, BC, Canada

USA

Oakland, MinneapolisLiver Buds

TomfooleryOregonSchwino

All-Star Tourists All over the USA

ELITE POOL 5

Team ERIC 1 mERICa

Prop Joe's Eastside Hustlers California

Globo Gym

Washington

Fremont, CA







For next class turn in:

▪ 10-18 month timeline

▪ Event day timeline (every 15 minutes)



Sparta Hockey Game Day



Tampa Bay Lightning Pre-Game
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