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Event Organizing  
This document is prepared for MWS Partners to help them to organize and manage events. Basically 

there are 2 types of major events. 

MWS Marketing Events 

1. MWS Premieres  

2. MWS Exhibitions  

MWS Workshops Management 

1. MWS Showcases 

2. Inhouse Programs 

3. Public Programs 

Seminars and events have always been implemented as a holistic 

participants to experience of the MWS Products and Services

extensive planning and preparation with most work implemented at least a few months before the 

actual event.  With this guide you should be able to save lots of time and costs to accelerate your 

process. 

Once you’ve established a solid event marketing plan for your business, working

into your promotional schedule is an excellent way to build brand awareness, attract new customer 

segments, increase community involvement and (most important) garner positive publicity.

Planning an event can be an excellent way to promote

it will catch people's interest.  

Most of the time, events seem to run like clockwork with all events flowing smoothly according to 

schedule. In reality however, much groundwork has been worked on with the p

the right atmosphere in addition to a beneficial experience to guests and participants.

In this Guide you will find quick tips, ideas and steps to ensure you have a smooth and successful 

event. Do make sure you download all the 
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Seminars and events have always been implemented as a holistic approach to guests and 

to experience of the MWS Products and Services. Thus, organizing an event requires 

aration with most work implemented at least a few months before the 

With this guide you should be able to save lots of time and costs to accelerate your 

Once you’ve established a solid event marketing plan for your business, working an event or two 

into your promotional schedule is an excellent way to build brand awareness, attract new customer 

segments, increase community involvement and (most important) garner positive publicity.

be an excellent way to promote your business. Try to design your event so that 

Most of the time, events seem to run like clockwork with all events flowing smoothly according to 

schedule. In reality however, much groundwork has been worked on with the purpose of developing 

the right atmosphere in addition to a beneficial experience to guests and participants. 

In this Guide you will find quick tips, ideas and steps to ensure you have a smooth and successful 

event. Do make sure you download all the Checklists. 
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urpose of developing 
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TIP 

What does it take to plan a successful event?

Research 

The best way to reduce risk (whatever the kind) is to do your homework. For large events, research 

may mean making sure there's a demand for the event by conducting surveys, interviews or

group research. If you're new to the event planning, research may instead mean finding out all you 

can about vendors and suppliers. Research also may mean talking to other planners who have 

produced events similar to the one on which you're working.

issues of custom and etiquette, especially if you're unfamiliar with a particular type of event.

The 4 key areas you need to focus on:

1. Purpose 

2. Publicity 

3. Project Management 

4. Team Work 

Purpose 

� Marketing 

� Information 

� Celebration 

 

 Develop strategies for success
 

Make sure the purpose for the marketing event is important enough to merit the time and expense 

needed to properly stage, publicize and evaluate the event.

� Carefully match the type of event that is 

to reach out to new clients or thank for your clients’ support?

� Ensure that your team fully supports the special event. Select a working committee with 

broad representation. 

� Target groups that have a spec

business leaders. 

� Start planning at least three months ahead of time.

� Develop ways to evaluate the event's success. Measurable event objectives may include 

attendance, the amount of revenues 

During this decision-intensive phase, you'll rent the site, hire vendors and take care of more details 

than you might believe possible. You'll be on the phone until your ear is numb. Also, marketing 

events in particular sometimes suffer from the "too many cooks" syndrome. Having one designated 

Event Director to be totally accountable for the event resolves a lot of unwarranted challenges
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The best way to reduce risk (whatever the kind) is to do your homework. For large events, research 

may mean making sure there's a demand for the event by conducting surveys, interviews or

group research. If you're new to the event planning, research may instead mean finding out all you 

can about vendors and suppliers. Research also may mean talking to other planners who have 

produced events similar to the one on which you're working. Or you may find yourself reading up on 

issues of custom and etiquette, especially if you're unfamiliar with a particular type of event.

key areas you need to focus on: 

evelop strategies for success 

Make sure the purpose for the marketing event is important enough to merit the time and expense 

needed to properly stage, publicize and evaluate the event. 

Carefully match the type of event that is selected to the purpose that it serves. Do you want 

to reach out to new clients or thank for your clients’ support? 

Ensure that your team fully supports the special event. Select a working committee with 

Target groups that have a special stake in the event such as clients, sponsors, partners, or 

Start planning at least three months ahead of time. 

Develop ways to evaluate the event's success. Measurable event objectives may include 

attendance, the amount of revenues achieved, the number of ‘Interested Card’ received.

intensive phase, you'll rent the site, hire vendors and take care of more details 

than you might believe possible. You'll be on the phone until your ear is numb. Also, marketing 

s in particular sometimes suffer from the "too many cooks" syndrome. Having one designated 

to be totally accountable for the event resolves a lot of unwarranted challenges
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TIP 

TIP 

Promotions and Publicity 

� Press  

� Internet: website, social network

� Other media: radio,  

� Select sponsors 

Target Promotions

Promoting a special event takes creative thinking balanced with practicality. The primary objective is 

to publicize the event, but secondary objectives 

� Are you trying to inform, educate or entertain?

� Increase awareness or attendance of the event?

� Build a base support from a specific audience?

� Facilitate good community relations?

Brainstorm all the available media in including marquees, 

detailed list with names of whom to contact and when.

Sponsorship: Getting reputable sponsors to participate in an event will help boost the creditability of 

the event, as well as reduce costs. Sponsors can also help with marketing, as they also help publicize 

your event to their customers. Apart from that, some of the sponsors can chip in on venue rental in 

exchange for exhibition space or publicity for themse

message of their company to be given to the participants during the event. Others give away sample 

products or door gifts to participants.

Project Management 

� Main Checklists 

� To do List 

� Budget  

� Event Syntax 

Plan to Succeed
 

After you've made the initial plans, turn your attention to each of the activities that form a part of 

the overall event. At this point, your goal is to ensure that everyone is on the same wavelength. 

Good communication skills are importan

overall event schedule. Even more important, vendors should be clear about what's expected of 

them, and when. Vendor arrival times should appear in the contracts, but verify those times anyway. 

This is a "check and recheck" period. Make sure all your crew

� Checklists  / Packing Lists / To do List for Team to develop

� Coordinator to develop Event Syntax 

� Weekly Team Meeting to update

� Review Guests Lists
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Internet: website, social networking sites:  facebook, twitter, etc.  

Target Promotions  

Promoting a special event takes creative thinking balanced with practicality. The primary objective is 

to publicize the event, but secondary objectives should be considered. 

Are you trying to inform, educate or entertain? 

Increase awareness or attendance of the event? 

Build a base support from a specific audience? 

Facilitate good community relations? 

Brainstorm all the available media in including marquees, newsletters and  announcements. Make a 

detailed list with names of whom to contact and when. 

Getting reputable sponsors to participate in an event will help boost the creditability of 

the event, as well as reduce costs. Sponsors can also help with marketing, as they also help publicize 

your event to their customers. Apart from that, some of the sponsors can chip in on venue rental in 

exchange for exhibition space or publicity for themselves. Some sponsors also require a short 

message of their company to be given to the participants during the event. Others give away sample 

products or door gifts to participants. 

Plan to Succeed 

After you've made the initial plans, turn your attention to each of the activities that form a part of 

the overall event. At this point, your goal is to ensure that everyone is on the same wavelength. 

Good communication skills are important. Make sure all vendors have at least a general idea of the 

overall event schedule. Even more important, vendors should be clear about what's expected of 

them, and when. Vendor arrival times should appear in the contracts, but verify those times anyway. 

ck" period. Make sure all your crew members know their roles.

Checklists  / Packing Lists / To do List for Team to develop 

Coordinator to develop Event Syntax  

Weekly Team Meeting to update 

Review Guests Lists 
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Promoting a special event takes creative thinking balanced with practicality. The primary objective is 

ewsletters and  announcements. Make a 

Getting reputable sponsors to participate in an event will help boost the creditability of 

the event, as well as reduce costs. Sponsors can also help with marketing, as they also help publicize 

your event to their customers. Apart from that, some of the sponsors can chip in on venue rental in 

lves. Some sponsors also require a short 

message of their company to be given to the participants during the event. Others give away sample 

After you've made the initial plans, turn your attention to each of the activities that form a part of 

the overall event. At this point, your goal is to ensure that everyone is on the same wavelength. 

t. Make sure all vendors have at least a general idea of the 

overall event schedule. Even more important, vendors should be clear about what's expected of 

them, and when. Vendor arrival times should appear in the contracts, but verify those times anyway. 

members know their roles. 
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TIP 

Team Work 

� Roles and Responsibilities 

� Internal Team 

� External Team 

Together We Achieve More
 

Take time to get buy-in from everyone involve in the event. Ensure the team understands their roles 

and responsibilities and how their contribution is vital to the success of the event. Having regular 

weekly team meetings helps everyone to get excited and 

communication lines, authority and responsibility levels to crews, suppliers, meeting facility staff, 

and volunteers.  

Internal Team  

� Event Director  

� Event Manager  

� Sales and Marketing Team

� Crews   
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Together We Achieve More 

in from everyone involve in the event. Ensure the team understands their roles 

and responsibilities and how their contribution is vital to the success of the event. Having regular 

weekly team meetings helps everyone to get excited and work towards the same goal. 

communication lines, authority and responsibility levels to crews, suppliers, meeting facility staff, 

   External Team 

   Speakers 

   Sponsors 

Marketing Team  Facility / Technical Staff 

   Suppliers [ balloons / etc] 
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and responsibilities and how their contribution is vital to the success of the event. Having regular 

work towards the same goal. Reemphasize 

communication lines, authority and responsibility levels to crews, suppliers, meeting facility staff, 
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Planning Marketing Event
A marketing event is a one-time event focused on a specific purpose such as a groundbreaking, 

grand opening or other significant occasion in promoti

also be created for other targeted purposes such as a

These one time special marketing events are different from "programs" offered on a continuing basis 

such as a MWS Showcase, MWS workshops, etc. The following steps are offered to help guide your 

event planning: 

1. Establishing the theme of the event

� Each event follows a theme and purpose which will drive the event set

target audiences or the participants, the guests and 

general, a business event such as an international conference for a particular 

industry will appeal to participants conducting businesses within that industry as 

well as sponsors who gain mileage out of publicizing their products

� Apart from that, the theme of the seminar will also determine the type of marketing 

channels to be used to for publicity. This also holds true for the seminar marketing 

team who will need the event theme to correctly identify target part

companies to sell the event to.

2. Make a checklist 

A checklist provides a step-

sample checklists. 

3. Create a budget 

The objective is to provide event planners with a financial blueprin

specific, and include revenue opportunities (sponsorship, ticket sales, donations. concession 

sales) as well as expenses printing, permits, insurance, speakers, food. supplies, security).

4. Consider logistics 

With many activities going on simultaneously, there are many details to be checked. Major 

areas to consider and plan for include: size of space or building used, utility support needed, 

setup (tables and chairs. tents, portable toilets, parking, signage) coordination, cleanup

transportation. 

5. Plan publicity 

Promoting a special event takes creative thinking balanced with practicality. The primary 

objective is to publicize the event, but secondary objectives should be considered.

� Are you trying to inform, educate or entertain?

� Increase awareness or attendance of the event?

� Build a base support from a specific audience?

� Facilitate good community relations?
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Marketing Event 
time event focused on a specific purpose such as a groundbreaking, 

grand opening or other significant occasion in promoting and marketing MWS. Special events may 

also be created for other targeted purposes such as an exhibition; learning forums, etc.

These one time special marketing events are different from "programs" offered on a continuing basis 

MWS workshops, etc. The following steps are offered to help guide your 

the theme of the event 

Each event follows a theme and purpose which will drive the event set

target audiences or the participants, the guests and the marketing approach. In 

general, a business event such as an international conference for a particular 

industry will appeal to participants conducting businesses within that industry as 

well as sponsors who gain mileage out of publicizing their products during the event.

Apart from that, the theme of the seminar will also determine the type of marketing 

channels to be used to for publicity. This also holds true for the seminar marketing 

team who will need the event theme to correctly identify target part

companies to sell the event to. 

-by-step guide to organizing and executing a special 

The objective is to provide event planners with a financial blueprint. The budget should be 

specific, and include revenue opportunities (sponsorship, ticket sales, donations. concession 

sales) as well as expenses printing, permits, insurance, speakers, food. supplies, security).

g on simultaneously, there are many details to be checked. Major 

areas to consider and plan for include: size of space or building used, utility support needed, 

setup (tables and chairs. tents, portable toilets, parking, signage) coordination, cleanup

Promoting a special event takes creative thinking balanced with practicality. The primary 

objective is to publicize the event, but secondary objectives should be considered.

Are you trying to inform, educate or entertain? 

rease awareness or attendance of the event? 

Build a base support from a specific audience? 

Facilitate good community relations? 
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time event focused on a specific purpose such as a groundbreaking, 

ng and marketing MWS. Special events may 

exhibition; learning forums, etc. 

These one time special marketing events are different from "programs" offered on a continuing basis 

MWS workshops, etc. The following steps are offered to help guide your 

Each event follows a theme and purpose which will drive the event set-up, the 

the marketing approach. In 

general, a business event such as an international conference for a particular 

industry will appeal to participants conducting businesses within that industry as 

during the event. 

Apart from that, the theme of the seminar will also determine the type of marketing 

channels to be used to for publicity. This also holds true for the seminar marketing 

team who will need the event theme to correctly identify target participants and 

 event. See 

t. The budget should be 

specific, and include revenue opportunities (sponsorship, ticket sales, donations. concession 

sales) as well as expenses printing, permits, insurance, speakers, food. supplies, security). 

g on simultaneously, there are many details to be checked. Major 

areas to consider and plan for include: size of space or building used, utility support needed, 

setup (tables and chairs. tents, portable toilets, parking, signage) coordination, cleanup and 

Promoting a special event takes creative thinking balanced with practicality. The primary 

objective is to publicize the event, but secondary objectives should be considered. 
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6. Evaluate the event 

Take time to evaluate right after the event while the details are fresh. You may want to 

consider having a questionnaire for participants to fill out. Some general evaluative criteria 

include: 

o Did the event fulfill its goals and objectives? Why or why not?

o Identify what worked and what needs fine

again? 

o What items were missi

o Was the event well attended?

o Was informal and formal feedback about the event positive?

o Given all that went into staging, was it worth doing?

Finally, it is important to remember to celebrate your successes and to thank all those who 

contributed. 

Getting Started 
Here are the 5 key areas to consider while planning and deciding on your marketing event.

and templates are very extensive and depending on your event, you may not need each and every 

items listed here. 

1. Event Framework 

2. Event Venue 

3. Event Management 

4. Guests Management 

5. Event Coordination 

 

Make sure you download the Master Checklists Template for Managing Marketing 

Event. 

www.miniworkshopseries.com

Take time to evaluate right after the event while the details are fresh. You may want to 

questionnaire for participants to fill out. Some general evaluative criteria 

Did the event fulfill its goals and objectives? Why or why not? 

Identify what worked and what needs fine-tuning. Which vendors should be used 

What items were missing on the checklist? 

Was the event well attended? 

Was informal and formal feedback about the event positive? 

Given all that went into staging, was it worth doing? 

Finally, it is important to remember to celebrate your successes and to thank all those who 

Here are the 5 key areas to consider while planning and deciding on your marketing event.

and templates are very extensive and depending on your event, you may not need each and every 

Make sure you download the Master Checklists Template for Managing Marketing 
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Take time to evaluate right after the event while the details are fresh. You may want to 

questionnaire for participants to fill out. Some general evaluative criteria 

tuning. Which vendors should be used 

Finally, it is important to remember to celebrate your successes and to thank all those who 

Here are the 5 key areas to consider while planning and deciding on your marketing event. The lists 

and templates are very extensive and depending on your event, you may not need each and every 

Make sure you download the Master Checklists Template for Managing Marketing 
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Event Framework 
E

v
e

n
t 

C
o

n
ce

p
t 

 

� Determine the goals and objectives of the

� Decide who should attend

� Outline an agenda and timeline for the

� Set an approximate date 

� Select the site of the event

� Decide how much you will spend

set preliminary budget. 

 

S
ch

e
d

u
le

 

 

� Timing is critical 

� Does not clash with any major events
� Not during peak holiday season

� Preferably not month end, if targeting HR

 

T
h

e
m

e
s 

 

� Colour Scheme: Black / Grey / Orange

� Decor: Balloons 

� Music: Jazz  [ Appropriate Music]

 

T
e

a
m

 R
o

le
s 

 

� Establish Event Team 

� Appoint Event Director / Event 

� Set roles and responsibility for everyone

� Have Weekly Event Meeting for updates

 

B
u

d
g

e
t 

 

� Financial Blueprint 

� Manage spending 

� To avoid unexpected costs
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Determine the goals and objectives of the event 

attend 

Outline an agenda and timeline for the event 

 

event 

Decide how much you will spend: Prepare preliminary budget categories and 

any major events 
Not during peak holiday season 

Preferably not month end, if targeting HR 

Colour Scheme: Black / Grey / Orange 

Music: Jazz  [ Appropriate Music] 

Appoint Event Director / Event Manager 

Set roles and responsibility for everyone 

Have Weekly Event Meeting for updates 

To avoid unexpected costs 
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Prepare preliminary budget categories and 
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Event Venue 

V
e

n
u

e
/ 

Lo
ca

ti
o

n
 

 

� Budget 

� Accessibility 

� Plan for site visits 

� Location Map  

� Car Parks Availability 

� Secured Storage   

� Fire and Emergency Exits

 

F
&

B
 

 
� Special Meals Requirements: vegetarian / etc

� Water and Coffee all round

� Coffee Breaks 

 F
u

n
ct

io
n

 R
o

o
m

 

 

� Pillars are killers 

� Ceiling heights [higher better]

� Stage  
� Capacity 

� Seating Arrangements 

� Lightings 

� Sound Proofing 

� Book meeting rooms in 24 hour time blocks

� Foyer for Registration  

 

V
e

n
u

e
 E

q
u

ip
m

e
n

t 
  

� Sound systems [ AV, mic, speakers]

� Flipcharts 

� Projector Screen 

� Overhead Projectors 

� Electrical Requirements [sockets, etc]

� Extension cords 
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Fire and Emergency Exits 

Special Meals Requirements: vegetarian / etc 

all round 

[higher better] 

Book meeting rooms in 24 hour time blocks 

Sound systems [ AV, mic, speakers] 

Electrical Requirements [sockets, etc] 
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Event Management 

P
u

b
li
ci

ty
 

 

� Advertisement 

� Press Conference 

� Websites / Internet 

� Other medias: Radio, etc

 

P
R

 

 

� Obtain biographies, headshots and introductions as each speaker is 

confirmed. 

� Establish protocol for interaction with staff, 
registrants and press.  

� Prepare Press release 

� Update websites  

� Advertise [if applicable] 

 

P
la

n
 A

h
e

a
d

 

 

� The devil is in the details

� Checklists 

� Packing List 

� To do List 

� Logistics 

 

P
ro

je
ct

 M
g

m
t 

 

� Understand Dependencies

� Coordination 

� Speakers confirmation 

� Organize Vendors 
� Organize Exhibitors and Booth

� Gifts and Premiums 

�  
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Other medias: Radio, etc 

Obtain biographies, headshots and introductions as each speaker is 

Establish protocol for interaction with staff, sponsors, exhibitors, speakers, 

 

The devil is in the details 

Understand Dependencies 

Organize Exhibitors and Booth 
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sponsors, exhibitors, speakers, 
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Guests Management 
A

tt
e

n
d

e
e

s 

 

� VIP 

� Guests 

� Sponsors 

� Emcee / Master of Ceremony

� Guest Speakers 

� Crews 

 

In
vi

te
 C

a
rd

 

 

� Establish planning and promotional action plans

� Make first announcement of event

� Find and confirm Sponsors  
� Include: 

� Event Details: Event name / Date / Time

� Venue: Location Map

� Itinerary: Speakers / etc.

� Sponsor logo 

� RSVP [online / tel / sms]

� Distribute flyers/brochures/invitations

 

In
v

it
a

ti
o

n
s 

 
� Target audience / number of attendees

� Send at least 4 weeks in advance

� RSVP 7 days before event

� Reminder [2x] to be sent

� 7 days before event

� one day before event

� Keep tight rein on guests list

 

R
S

V
P

 o
n

li
n

e
 

 

� Design User-Friendly Online Form (Custom, Template, Smart Form)

� Provide Step-by-Step Instructions

� Designate Which Fields are Required

� Help Troubleshoot (Frequently Asked Questions, Email Contact, Customer 

Service Phone Number)

� Give Option to Print Form
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Emcee / Master of Ceremony 

promotional action plans 

Make first announcement of event 

Find and confirm Sponsors   

Event Details: Event name / Date / Time 

Venue: Location Map 

Itinerary: Speakers / etc. 

RSVP [online / tel / sms] 

flyers/brochures/invitations  

Target audience / number of attendees 

t least 4 weeks in advance 

RSVP 7 days before event 

[2x] to be sent 

event 

one day before event 

Keep tight rein on guests list 

Friendly Online Form (Custom, Template, Smart Form) 

Step Instructions 

Designate Which Fields are Required 

Help Troubleshoot (Frequently Asked Questions, Email Contact, Customer 

 

Give Option to Print Form 
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Help Troubleshoot (Frequently Asked Questions, Email Contact, Customer 
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Event Coordination 

Lo
g

is
ti

cs
 

 

� Prepare master schedule of all known printing requirements, including 

specific items, quantity, coding system, dead

� Select caterer/menu  

� Select entertainment (if applicable)

� Select decorations and/or florists (if applicable)

� Select audio-visual equipment provider 

� Select overnight lodging venue (if applicable)

� Select a transportation vendor (if applicable)

� Reconfirm site and vendor contracts

� Gifts for speakers/honored guests 

� Finalize layout of Product Tables, sponsor tables, 

� Select Photographer / Video Camera Operator

� Finalize agenda and timelines

 

1
4

 d
a

ys
 B

e
fo

re
 E

ve
n

t 

 

� Prepare attendee list and nametags [keep the headcount]

� Assign Event Crew roles and 

responsibilities 

� Prepare lists of materials, supplies, and equipment to be taken to the

� Prepare crew roles and responsi
� Prepare sponsors, exhibitors

� Prepare all identifying signage for the

� Briefing notes should be given to all members of 

to-do list, day-of schedule [event syntax] and contact list on hand.
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� Allow time for set up & rehearsal

� Allow time between sessions to re

� Zen function room during breaks

� Verify each presenter’s audio

� Verify when presenters will arrive & rehearse

� Tape and Reserve last rows to fill front rows

� Confirm Event Syntax 
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� Crew Briefing and Re-confirm with

� Complete registration set

� Set-up identifying signage or posters

� Final check on arrangements and facilities

� Final check on special equipment

� Set-up exhibits or displays

� Set place cards / seating arrangements

� Distribute and collect evaluation forms
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� Pack and inventory all material. 
� Arrange for Clean-Up, Including Picking up any Extra Event Materials

� Return borrowed or rented equipment

� Review Billing, Accounting, Checkout Procedures with Facility Staff

� Follow-up media coverage

� Send out thank you letters

� Pay bills 

� Summarize evaluation form
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Prepare master schedule of all known printing requirements, including 

specific items, quantity, coding system, deadlines, and potential printers. 

Select entertainment (if applicable) 

decorations and/or florists (if applicable) 

visual equipment provider  

Select overnight lodging venue (if applicable) 

Select a transportation vendor (if applicable) 

Reconfirm site and vendor contracts 

Gifts for speakers/honored guests  

Finalize layout of Product Tables, sponsor tables, Information Table 

Select Photographer / Video Camera Operator 

Finalize agenda and timelines 

and nametags [keep the headcount] 

Assign Event Crew roles and assignments: Identify and assign staff on

Prepare lists of materials, supplies, and equipment to be taken to the

crew roles and responsibilities [registration, usherer, etc] 
, exhibitors or press badges  

Prepare all identifying signage for the event 

Briefing notes should be given to all members of crew involved in the event

of schedule [event syntax] and contact list on hand. 

Allow time for set up & rehearsal 

Allow time between sessions to re-set stage / setup 

Zen function room during breaks 

Verify each presenter’s audio-visual requirements 

Verify when presenters will arrive & rehearse 

Tape and Reserve last rows to fill front rows 

confirm with facility staff the Event Syntax 

Complete registration set-up 

up identifying signage or posters or buntings 

Final check on arrangements and facilities 

Final check on special equipment 

displays 

/ seating arrangements 

Distribute and collect evaluation forms 

Pack and inventory all material.  
Up, Including Picking up any Extra Event Materials 

Return borrowed or rented equipment 

Billing, Accounting, Checkout Procedures with Facility Staff 

up media coverage 

Send out thank you letters 

Summarize evaluation form 
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Prepare master schedule of all known printing requirements, including 

lines, and potential printers.  

 

 

Identify and assign staff on-site 

Prepare lists of materials, supplies, and equipment to be taken to the event 

involved in the event: 
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Planning for an Exhibition
Exhibitions are now playing an important role in promoting your products. But participating in an 

exhibition is a costly affair. Not all the companies can afford to participate in various exhibitions 

around the world.  

Selecting an Exhibition 

How to select an effective exhibition

them are useful.  

First, choose some famous exhibitions.

You should choose the exhibitions held by the famous

powerful enterprises have great rallying point. The more famous the

be attracted. The possibility of transactions is no doubt great. Though the fee may be higher than 

some unknown exhibitions, the money paid on the famous exhibitions is cost

save money, enterprises may co-rent a booth with others.

 

Second, choose the proper participation time.

Every kind of product has its lifecycle that is to say the period of birth, grow, ripe, full and recession. 

Generally speaking, at the stage of 

the effort, while at the mature and saturation stage,

effort. At the recession stage, they would work fruitlessly.

 

Third, choose the proper participation place.

The basic purpose of exhibitions is to promote the sales of

work out whether some exhibition

Sometimes it is necessary to have a ma

Prepare for the Exhibition:

When you have decided to participate 

to prepare an exhibition. There are too many things to be considered and too much work to do. The 

following steps can't be lost. 

 

First, the choice of exhibits. 

Exhibits can impress visitors deeply. There are three tenets that exhibits should follow. Exhibits 

should be targeted, distinctive and representative. Exhibits should have target, which means that 

the exhibits should show the aim and content of the

which means that exhibits should show the industry characteristics, throughput and technique level 

of the shower. Exhibits should have specialty, which means e

the products. 

 

Second, the way to show exhibition.

Sometimes it is necessary to give diagrams, photos, models and commentators. 

be well planned. Decoration, scene, illumination, video and audio 

include MWS Buntings, flyers, etc. 

www.miniworkshopseries.com

Planning for an Exhibition 
Exhibitions are now playing an important role in promoting your products. But participating in an 

exhibition is a costly affair. Not all the companies can afford to participate in various exhibitions 

exhibition is vital. There are different exhibitions nowadays, but not all of 

First, choose some famous exhibitions. 

should choose the exhibitions held by the famous enterprises because famous and 

have great rallying point. The more famous the exhibition, the more people will 

be attracted. The possibility of transactions is no doubt great. Though the fee may be higher than 

some unknown exhibitions, the money paid on the famous exhibitions is cost-effective. In order to 

rent a booth with others. 

Second, choose the proper participation time. 

Every kind of product has its lifecycle that is to say the period of birth, grow, ripe, full and recession. 

 products birth and growth, you may get twice the result with half 

the effort, while at the mature and saturation stage, you may get half the result with twice the 

effort. At the recession stage, they would work fruitlessly. 

proper participation place. 

The basic purpose of exhibitions is to promote the sales of products so it is important for

exhibition locations and surrounding areas are their target markets. 

Sometimes it is necessary to have a market investigation. 

xhibition: 

decided to participate in an exhibition, you should go all it out. It is a complex work 

exhibition. There are too many things to be considered and too much work to do. The 

Exhibits can impress visitors deeply. There are three tenets that exhibits should follow. Exhibits 

should be targeted, distinctive and representative. Exhibits should have target, which means that 

exhibits should show the aim and content of the exhibition. Exhibits should have representative, 

which means that exhibits should show the industry characteristics, throughput and technique level 

of the shower. Exhibits should have specialty, which means exhibits should show the distinction of 

exhibition. 

Sometimes it is necessary to give diagrams, photos, models and commentators. Your booth should 

Decoration, scene, illumination, video and audio can be included. Make sure you 
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Exhibitions are now playing an important role in promoting your products. But participating in an 

exhibition is a costly affair. Not all the companies can afford to participate in various exhibitions 

is vital. There are different exhibitions nowadays, but not all of 

because famous and 

exhibition, the more people will 

be attracted. The possibility of transactions is no doubt great. Though the fee may be higher than 

fective. In order to 

Every kind of product has its lifecycle that is to say the period of birth, grow, ripe, full and recession. 

may get twice the result with half 

may get half the result with twice the 

so it is important for you to 

locations and surrounding areas are their target markets. 

should go all it out. It is a complex work 

exhibition. There are too many things to be considered and too much work to do. The 

Exhibits can impress visitors deeply. There are three tenets that exhibits should follow. Exhibits 

should be targeted, distinctive and representative. Exhibits should have target, which means that 

exhibition. Exhibits should have representative, 

which means that exhibits should show the industry characteristics, throughput and technique level 

xhibits should show the distinction of 

Your booth should 

be included. Make sure you 
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Third, preparing for exhibition crew

The exhibition crew should know the

the exhibition crew. They should be trained in some aspects such as prof

demonstration methods and answering questions, etc

 

Fourth, the invitation of guests. 

Everybody hopes the exhibition is full of persons, but not all of the exhibitions are packed with 

people. So it is necessary to invite some guests co

advertisements are good ways. 

 

Make sure you download the Master Checklists Template for 

Setup Checklist. 

www.miniworkshopseries.com

crew. 

should know the products well. Workload decides the number of 

They should be trained in some aspects such as professional knowledge, 

and answering questions, etc. 

is full of persons, but not all of the exhibitions are packed with 

people. So it is necessary to invite some guests consciously. Call, send out invitations, 

Make sure you download the Master Checklists Template for MWS Exhibition 
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well. Workload decides the number of 

essional knowledge, 

is full of persons, but not all of the exhibitions are packed with 

out invitations, 

MWS Exhibition 
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Planning an MWS Workshop Event
You have just made your first sale of the MWS Workshop for your

for both you and your clients. To get you started, we have prepared an extensive checklist so that 

your client and team can enjoy a smooth and successful event. Here is simple process flowchart:

Make sure you download the 

www.miniworkshopseries.com

Planning an MWS Workshop Event 
You have just made your first sale of the MWS Workshop for your client. Now this is an exciting time 

To get you started, we have prepared an extensive checklist so that 

your client and team can enjoy a smooth and successful event. Here is simple process flowchart:

 

Make sure you download the MWS Workshops Event Organizing Checklist

 

www.miniworkshopseries.com 

client. Now this is an exciting time 

To get you started, we have prepared an extensive checklist so that 

your client and team can enjoy a smooth and successful event. Here is simple process flowchart: 

MWS Workshops Event Organizing Checklist. 
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Purpose: The MWS Guides are specifically designed 

These documents may contain business sensitive information and should be treated as 

confidential. For internal use only.

IMPORTANT, READ CAREFULLY ALL TERMS AND CONDITIONS OF THE 

MINIWORKSHOPSERIES LICENSE AGREEMENTS ("LICENSE"). BY USING THE 

MINIWORKSHOPSERIES PRODUCT AND SERVICES, YOU ACKNOWLEDGE THAT YOU HAVE 

READ THIS LICENSE AND UNDERSTAND IT, AND Y

AND CONDITIONS. IF YOU DO NOT AGREE TO THE TERMS OF THIS LICENSE, DO NOT USE THE 

MINIWORKSHOPSERIES PRODUCT AND SERVICES IN ANY MANNER AND IMMEDIATELY 

RENDER IT UNUSEABLE; AND IN THE CASE OF PACKAGED PRODUCT, RETURN THE PA

AND THE ACCOMPANYING ITEMS (INCLUDING WRITTEN MATERIALS AND BINDERS OR 

OTHER CONTAINERS) TO THE PLACE YOU OBTAINED THEM.

 

Liability: MWS does not warrant or assume any legal liability or responsibility for the 

accuracy, completeness, or usefulness of

disclosed. MWS shall not be liable for any direct, indirect, incidental, consequential, special, 

punitive or other damages of any kind whatsoever in connection with the use of 

Guides. 

Warranty: The MWS Guides are intended solely for general information. It does not claim to 

contain exhaustive advice or information on the subject matter, not is it a substitute for legal 

or investment advice. While reasonable care has been taken in the preparation of th

Guides to ensure its accuracy, completeness and adequacy, MWS, its directors, officers, 

employees and / or authorized agent assumes no responsibility whatsoever for any change, 

error or omissions and any direct or indirect damage, or loss whatsoever suff

indirectly by any person or body corporate or otherwise who seeks to rely on any or all of the 

information, for any purpose whatsoever.

Copyright: © 2006 - 2009 MiniWorkshopSeries. All rights reserved. Republication or 

redistribution of MWS content, including by framing or similar means, is prohibited without 

the prior written consent of MWS  MiniWorkshopSeries and the

trademarks and trademarks of
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MWS Guides are specifically designed as a reference for MWS Partners. 

These documents may contain business sensitive information and should be treated as 

internal use only. 

IMPORTANT, READ CAREFULLY ALL TERMS AND CONDITIONS OF THE 

MINIWORKSHOPSERIES LICENSE AGREEMENTS ("LICENSE"). BY USING THE 

MINIWORKSHOPSERIES PRODUCT AND SERVICES, YOU ACKNOWLEDGE THAT YOU HAVE 

READ THIS LICENSE AND UNDERSTAND IT, AND YOU AGREE TO BE BOUND BY ITS TERMS 

AND CONDITIONS. IF YOU DO NOT AGREE TO THE TERMS OF THIS LICENSE, DO NOT USE THE 

MINIWORKSHOPSERIES PRODUCT AND SERVICES IN ANY MANNER AND IMMEDIATELY 

RENDER IT UNUSEABLE; AND IN THE CASE OF PACKAGED PRODUCT, RETURN THE PACKAGE 

AND THE ACCOMPANYING ITEMS (INCLUDING WRITTEN MATERIALS AND BINDERS OR 

OTHER CONTAINERS) TO THE PLACE YOU OBTAINED THEM. 

: MWS does not warrant or assume any legal liability or responsibility for the 

accuracy, completeness, or usefulness of any information, apparatus, product, or process 

shall not be liable for any direct, indirect, incidental, consequential, special, 

punitive or other damages of any kind whatsoever in connection with the use of 

WS Guides are intended solely for general information. It does not claim to 

contain exhaustive advice or information on the subject matter, not is it a substitute for legal 

or investment advice. While reasonable care has been taken in the preparation of th

Guides to ensure its accuracy, completeness and adequacy, MWS, its directors, officers, 

employees and / or authorized agent assumes no responsibility whatsoever for any change, 

error or omissions and any direct or indirect damage, or loss whatsoever suffered directly or 

indirectly by any person or body corporate or otherwise who seeks to rely on any or all of the 

information, for any purpose whatsoever. 

MiniWorkshopSeries. All rights reserved. Republication or 

MWS content, including by framing or similar means, is prohibited without 

MWS  MiniWorkshopSeries and the MWS logos are registered 

marks of Priority Sky Sdn Bhd and its affiliated companies.

  48 - 2, Jalan SS19/1D, 

 47500 Subang Jaya,

 Selangor Darul Ehsan, Malaysia

e | info@miniworkshopseries.com

w | www.miniworkshopseries.com
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MWS Partners. 

These documents may contain business sensitive information and should be treated as 

IMPORTANT, READ CAREFULLY ALL TERMS AND CONDITIONS OF THE 

MINIWORKSHOPSERIES LICENSE AGREEMENTS ("LICENSE"). BY USING THE 

MINIWORKSHOPSERIES PRODUCT AND SERVICES, YOU ACKNOWLEDGE THAT YOU HAVE 

OU AGREE TO BE BOUND BY ITS TERMS 

AND CONDITIONS. IF YOU DO NOT AGREE TO THE TERMS OF THIS LICENSE, DO NOT USE THE 

MINIWORKSHOPSERIES PRODUCT AND SERVICES IN ANY MANNER AND IMMEDIATELY 

CKAGE 

AND THE ACCOMPANYING ITEMS (INCLUDING WRITTEN MATERIALS AND BINDERS OR 

: MWS does not warrant or assume any legal liability or responsibility for the 

any information, apparatus, product, or process 

shall not be liable for any direct, indirect, incidental, consequential, special, 

punitive or other damages of any kind whatsoever in connection with the use of the MWS 

WS Guides are intended solely for general information. It does not claim to 

contain exhaustive advice or information on the subject matter, not is it a substitute for legal 

or investment advice. While reasonable care has been taken in the preparation of the 

Guides to ensure its accuracy, completeness and adequacy, MWS, its directors, officers, 

employees and / or authorized agent assumes no responsibility whatsoever for any change, 

ered directly or 

indirectly by any person or body corporate or otherwise who seeks to rely on any or all of the 

MiniWorkshopSeries. All rights reserved. Republication or 

MWS content, including by framing or similar means, is prohibited without 

MWS logos are registered 

Sky Sdn Bhd and its affiliated companies. 
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