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. WWhen
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 ior the Werst, and prepane
10 be surnprsed.”




Establishing Timelines

Who IS going to do what



Event Planning Process: Overview

= Sports event managers spend more time
planning than actually executing an event
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= Planning and bullding 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



Big Pieces
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



NEXL 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
Recrult, train and orient staff

Setup and mstall the event

Disassemble and meve out the event

Doecument the event for future spensership sales efforts
Post event SWOT analysis



General principles:

= Avoid having to do things twice.

= | eave 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 spoerts
teams and celebrities?

= Confirm and verify your plans anad
timelines with everyone invelved



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 yoeur final preduct to leok

Create a month by menth timeline (18-1.0
months)

Remember your plans must refiect the goals of
your event



Exploding Elementary Tasks

Develop an Event Budget

Research & Planning

Identify key cost categories (venue, staff,
referees, marketing, equipment, etc.)
Research venue costs and negotiate
contracts

Estimate costs for travel,
accommodation, and food

Explore sponsorship and funding options

Budget Drafting & Adjustments

Create an initial budget draft
Identify funding gaps and adjust
accordingly

Secure financial commitments from
sponsors and stakeholders

Approval & Finalization

Present the budget for approval
Adjust based on feedback and finalize

Monitoring & Adjustments

Track expenses against the budget
Make real-time adjustments if needed

Develop Side Attractions & Activities

Concept Development

= Define objectives for side events (fan
engagement, revenue generation, etc.)

=  Brainstorm potential attractions (skills contests,
dunk contests, halftime shows, fan zones, etc.)

Logistics & Feasibility Study

= Evaluate the feasibility of ideas (costs, logistics,
approvals)

= Select final attractions and develop
implementation plans

= Begin reaching out to vendors, performers, and
sponsors

Planning & Execution

=  Secure contracts with vendors and entertainers

= Coordinate logistics (scheduling, staffing, security)

= Begin promotional activities for side attractions

Final Adjustments & Event Day Execution

= Finalize all details and conduct test runs

= Ensure integration with the main event

= Execute activities on event day



Exploding Elementary Tasks

(1] Event Proposal (Quick Facts Sheet)
Define key event details
Outline event goals and objectives
|dentify the target audience

(2] Event Timelines
Develop a monthly planning timeline
Create a detailed event-day schedule

(3] Marketing Plan

|dentify target audiences and key
messages

Plan promotional strategies (social
media, posters, partnerships)

Set up ticketing and registration

SWOT Analysis

|dentify strengths, weaknesses,
opportunities, and threats

(5] Budget
Estimate costs and revenue sources
Allocate funds to different event areas
Monitor and adjust as needed

(6] Sponsorship Proposals
|dentify potential sponsors
Develop sponsorship packages

Pitch to sponsors and secure
commitments

Contingency Plans

Plan for venue, weather, or logistical
issues

Establish emergency response
protocols

Create a backup vendor and staffing
plan



Creating a Critical Dates Calendar

= Create preliminary deadlines for each elementary
task chronologically, starting from the bottom and
working backwards

= |dentify start dates, allowing proper time to complete
each task

= Some tasks with similar deadlines will take longer
than ethers to complete

= The evaluation ofi tasks and theilr timelines Is called
Chitical liasksARaly/sIs



Task Start Date Completion
Date

Define budget categories, research venue costs, brainstorm side attractions 2024-08-15 2024-08-31
Research sponsorship and funding opportunities 2024-08-20 2024-09-10
Research travel, accommodation, and food costs 2024-09-01 2024-09-15
Identify and estimate costs for side attractions 2024-09-05 2024-09-20
Research and contact potential sponsors 2024-09-10 2024-09-30
Draft preliminary budget, categorize costs 2024-10-01 2024-10-10
Start reaching out to vendors for side attractions 2024-10-05 2024-10-25
Review budget estimates, identify areas to adjust 2024-10-15 2024-10-30
November Refine side attraction list, evaluate feasibility 2024-11-01 2024-11-10
November Finalize initial budget version, assess financial gaps 2024-11-05 2024-11-20
November Continue sponsor discussions, confirm potential commitments 2024-11-15 2024-11-30
December Secure major financial commitments from sponsors 2024-12-01 2024-12-15
December Finalize budget draft 2024-12-05 2024-12-20
December Finalize selected side attractions, draft detailed execution plans 2024-12-10 2024-12-31
Submit budget for approval 2025-01-01 2025-01-10
Secure contracts for major side attraction vendors 2025-01-05 2025-01-15
Adjust budget based on feedback, confirm funding sources 2025-01-15 2025-01-31
Coordinate logistics for side attractions 2025-02-01 2025-02-15
Confirm final vendors, sign agreements 2025-02-10 2025-02-28
Begin marketing and promotion for side attractions 2025-03-01 2025-03-10
Finalize competition and side attraction schedule 2025-03-05 2025-03-20
Begin recruiting and training event staff/volunteers 2025-03-15 2025-03-31
Conduct test runs for logistics (venue walkthrough, security checks) 2025-04-01 2025-04-10
Adjust side attraction logistics based on test results 2025-04-10 2025-04-20
Confirm all final side attraction details 2025-04-20 2025-04-30
Final event preparations, double-check contracts 2025-05-01 2025-05-10

Finalize transportation, accommodations, and hospitality for key participants 2025-05-05 2025-05-20
Final coordination meetings with all stakeholders 2025-05-15 2025-05-31
Final confirmation of all logistics, venue setup begins 2025-06-01 2025-06-10
Staff and vendor briefings, security walkthroughs, rehearsals 2025-06-10 2025-06-14
TOURNAMENT DAY! Execute event and side attractions 2025-06-15 2025-06-15




Create a 10-1.8 month timeline

= 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

= Be prepared to readjust deadlines to
accommodate these secondary. tasks

Detaliedrexamplesican pbefotndinfAnInsider:s
Guide to'Managing Sporting Events



Event Day Timelines

A well-structured event day schedule ensures that
all aspects of the event run smoothly, efficiently,
and on time.

= Avoid confusion — Clear timelines prevent scheduling
conflicts and delays.

= Coordinate teams, officials, and staffi— Ensures
everyone knows where they need to be.

= Optimize resources — Courts, equipment, and
personnel are used efficiently.

= |mproVve spectator EXPEENce — Fans get a seamiess,
well-paced event.

= Prepare for.contingencies — Allews for buffer time in
case of delays or Issues.



Steps for Creating an Event Day Schedule

(1) Define Key Activities Cleanup crew working between game
List all essential components of the event: transitions
Team check-ins
Warm-ups Assign Responsibility
Game start times Determine who is in charge of each task (staff,

referees, announcers, etc.).

Have a clear communication plan in case
adjustments are needed.

Halftime breaks

Side attractions (e.g., dunk contest, music, fan
engagement)

Awards ceremony

Cleanup and wrap-up (5] Build in Buffer Time

Add extra time for unexpected delays:

(2] Set Time Blocks for Each Activity transiiljclgsmm between games for smooth
Assign realistic time durations for each task: :
: : ) ) Emergency. slots in case of game delays
Game duration (including overtime allowance)
w : Breaks for referees and staff
Transition time between games
Media interviews or sponsor acknowledgments

Create a Final, Detailed Schedul
Breaks for players, referees, and staff [¢] Create a Final, Detailed Schedule

Format it clearly (table, spreadsheet, mobile-
accessible).

(3] Identify Overlapping and Support Tasks Share it with all stakeholders (teams, officials,

Ensure that key tasks run in parallel where volunteers).
possible:
Volunteer check-in and setup during early. .
morning prep If you are running a
Marketing and media coverage during warm- tournament, then you need a

Upsiand halftime game and field/court schedule.



Ultimate tournament schedule

ELITEPOOL 1 ELITEPOOL 2
Mixed Cake Masters USA 1 Globo Gym Bay Area, CA
Liver Buds Oakland, Minneapolis North American
. . . Has-beens, USA
Politely F-ing Canadian Toronto, BC, Canada Spotted Catbears
View From Above Long Beach, CA 3 Fried or Fertilized Washington
Schwino Oregon 4 Tomfoolery Fremont, CA
5 Beached Whales Minneapolis, MN
TIME Held 4-A Held 4-B Bye TIME Held 6-C Held 6-D Bye
10:00-11:15 1v3 2v4 5 1] 10:00-11:15 1v3 2v4 5
11:25-12:40 1v5 3v4 2 2| 11:25-12:40 1v5 3v4 2
12:50 - 2:05 4v5 2v3 1 3| 12:50-2:05 4v5 2Vv3 1
2:15-3:30 1v4 2V5 3 4 2:15-3:30 1v4 2V5 3
3:40 - 4:55 1v2 3v5 4 5| 3:40-4:55 1v2 3v5 4
ELITEPOOL 4 ELITEPOOL 5
Cool Muscles CA/West Coast 1 Team ERIC 1 mERICa
: California, Pennsylvania,| |2 Prop Joe's Eastside Hustlers California
ManBeerPig . .
Colorado, Tennessee 3 Humiliswag Ocean City, MD
All-Star Beach Ultimate Tour 2016 New York, NY 4 Good Job, Jenny! Palo Alto, CA
Downtown Brown DTB 5 All-Star Tourists All over the USA
CUT Camp Chicago, IL
TIME FHeld 2-A FHeld 2-B Bye TIME Held 3-C Held 3-D Bye
10:00-11:15 1v3 2v4 5 1] 10:00-11:15 1v3 2v4 5
11:25-12:40 1v5 3v4 2 2| 11:25-12:40 1v5 3v4 2
12:50 - 2:05 4v5 2v3 1 3| 12:50-2:05 4v5 2V3 1
2:15-3:30 1v4 2v5 3 4 2:15-3:30 lv4 2v5 3
3:40 - 4:55 1v2 3v5 4 5| 3:40-4:55 lv2 3v5 4







March
Send letters to potential teams.
Negotiate host sight details. (Hotel and arena)
Negotiate airline sponsor.
Update website.
Create fan recruiting brochure.
Create cover letters for teams, parents, fans,
sponsors and corporate guests.

Sign graphic marketers to work up sponsor
marketing campaigns for event.

April
Recruit desired teams at Final Four.
Sign hotel and arena contracts.
Plan fun activities for teams.
Plan community outreach event.
Sign contract with celebrity guest.

Plan opening banquet and ceremonies.

Send press release announcing celebrity guest.

May
Sign desired teams.
Reserve transportation at sight.
Reserve all venue supplies - tables, podiums,
tents, ect.
Negotiate fun activities.
Finalize top tier sponsors.
Create contingency plans.
Create brackets.
Review budget.

Recruit volunteers.

Send first press release announcing signed
teams.

June
Finalize second tier sponsors.
Negotiate contingency options.
First tier sponsorship revenues due.

Mail fan recruiting brochures and cover letters to
families of teams.

Order gifts for teams (balls, bags, jackets, t-
shirts).

Order corporate polo shirt gifts; sellable shirts and
jackets; give-away t-shirts.

Order banquet menu.

Send press release announcing first tier sponsors.

August
Get all paperwork to schools.
Reserve plane tickets.
Visit host sight for final details confirmation.
Set up community outreach event.
Visit each attending team.
Third tier sponsorship revenues due.
Finalize brackets.
Recruit corporate guests from corporate
basketball leagues.

Send press release announcing third tier
sponsors.

September
Buy plane tickets.

Paperwork back from schools. (Waivers, birth
certificate copies, insurance applications...)
Buy insurance.

Send press release announcing community
outreach event.
Second press release anouncing teams.

Finalize marketing campaigns of event sponsors.

Marketing signage completed and shipped to host

sight.

October

Review contingency plans.

Buy team and corporate welcome bag supplies.

Plan airport runs.

Third press release about teams with coaches
anticipation quotes.

November
Assemble gear gift bags for teams.
Assemble team and corporate welcome bags.

Send press releases every 3 days leading up to
event.
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Team meeting 1

Date & Track reservation
Celebrity negotiations
Volunteer recruitment
Sponsorship offers
Desingner

Team meeting 2
Webpage & Facebook

DJ, MC etc recruitment
Restaurant [afterparty)
Acquiring track equipment
Business cients (particpants)
Insurance

Team meeting 3

Catering

Transport

Musidan for the afterparty
Volunteer training
Diplomas, medals, t-shirts
Paramedics & security
Unfinished business

Team meeting 4
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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 - 12 match in the group 1 and 2

10:05 — 22 match in the group 1 and 2

10:40- 32 match in the group 1 and 2

11:15 — 42 match in the group 1 and 2

11:50 — 52 match in the group 1 and 2

12:25 — 62 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 - 1°Quarter final

14:50 - 22 Quarter final

15:25 - 32 Quarter final

16:00 — 42 Quarter final

16:35 — 12 Semifinal

17:10 — 22 Semifinal

17:45 - Final

18:20 — Prices ceremony

Event day.
schedule
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Tampa Bay Lightning Pre-Game

WARNMUPS
L2 <13 = Team Lepders/ Mptichup Stats N . oS Matchup State GIF - Prepame Matchup

ik | O ) Time of Day ) et Gatre | Ost of T o

AN ALDK m .
PG WARMUPS tithe {Lakewood Ranch) CFHIRE 2015-2015 Warmup Mis Lakewood Raech Bue Def,
Flavers 00 Camomix v Cams
Hesdshots w/CHIRE
201319 Stats (Tomdssones) w/CG Keys
BOLYS NOTES tithe CFIRE
Bots Notes 3/16 G/ Score Com
SOLTS NOTES tithe CFIRE
SPECTRUM LEAGUE LEADERS title CFIRE
18-19 League Leaders 3/16 6/ 5come Cam
SPECTRUM LEAGUE LEADERS title CFIRE
NHL STANDINGS title CFIRE
ML Stundegs 3/16 6 FULL
NHL STANDING tithe CFIRE

Flayars Finsh Up Cams PA wrap
PG WARMUPS title {Lakewood Ranch) CEIRE #IG THUNDER
ADVENTHEALTH 1319 {CFIRE

¥ ITEM VIDEO PIPES
[B%9 WEATHER 3/16 CHRE-S [
2 |[RUMFISH GRILL 106 ‘CFIRE
Rumfish Gritl B-Roll FIRE
3 |CHEERIOS ZAMBABI title \CFIRE
Zambabi an Cam Lams
> THD w/CG L3re
LFIRE
CFA )E CREW title 'CFIRE Music min w/GREG rick Fi A
lew Crew nn Camera Lams [c
CHIOC-FIL-A FAN ZaM CFIRE Music mis w/GREG Chick-Fi-A
Ean Zam on Cym gams
» Kally Keuna & Guusts w/CG L3re
CHICK-TIL-A FAN ZAM CIIRE
MOSAIC DONATIONS CFIRE s min w'PA Motk Goak € Feod
Current Total: 588 000 G Ful
MOSAIC LOGO FULL WCFIRE
106 [KANE'S STAMMER DONATION SETUP CFIRE asic mi wi'PA Kane's Furnture
Current Total: $25 750 06 full
CEIR
KANE'S/PDQ SCORE 3 - SETUP ICFIRE Instrumenital® mix w/GREG Kane's/#DO
[TIRE CHOICE TRIGGER PROMO - SETUP WCFIRE |fdusic miv w/'PA Tire Choice
WENDY'S STICKS 4 STACKS - ¥ CFIRE instramental® mic w/GREG Wendy's
BUD UGHT KNG AND QUEEN tithe ICFIRE Music mis w/GREG Bud Lgn
King & Queen in Chair: @ 278 amG
» Jacob & Dara Roseraweg w/CG 30
Hud Light King & GQueen of the Gome

CFIRE
Lage 6 CFIRE-S Text Mol




	Slide 1: Sport Event Management and Promotion
	Slide 2: The importance of planning
	Slide 3: Establishing Timelines
	Slide 4: Event Planning Process: Overview
	Slide 5: Your Project requirements
	Slide 6
	Slide 7: Next steps
	Slide 8: General principles: 
	Slide 9: Event Planning Process: Overview
	Slide 10: Exploding Elementary Tasks
	Slide 11: Exploding Elementary Tasks
	Slide 12: Creating a Critical Dates Calendar
	Slide 13
	Slide 14: Create a 10-18 month timeline
	Slide 15: Event Day Timelines
	Slide 16: Steps for Creating an Event Day Schedule
	Slide 17: Ultimate tournament schedule
	Slide 18
	Slide 19
	Slide 20: Event preparation
	Slide 21: Event day schedule
	Slide 22
	Slide 23
	Slide 24
	Slide 25: Sparta Hockey Game Day
	Slide 26: Tampa Bay Lightning Pre-Game

