
Project Management 
Fundamentals
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eventleadership
I N S T I T U T E

Area Tools

Time Calendars, Schedules, Agendas, Scripts

Finances Budget, Cash Flow, Income Statement

Resources Inventory Lists, Usage Calendars, Staff Lists, Org. Chart, Contact Sheets

Scope Budget, Call Calendar, Reporting, Authorization Sheets

Quality Deliverables Calendar, Site visits, Samplings, Test Runs, Proofs, Check Lists

Project Management Oversight
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Time Management
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I N S T I T U T E Production Calendar
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eventleadership
I N S T I T U T E Production Schedule
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eventleadership
I N S T I T U T E Cue Script
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eventleadership
I N S T I T U T E Show Script
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eventleadership
I N S T I T U T E Agenda
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Timeline Building
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I N S T I T U T E Project Management Tasks
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Resource Management
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I N S T I T U T E Client Resources
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eventleadership
I N S T I T U T E Client Resources

Branded Items

Software

Staff

Infrastructure

Knowledge
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eventleadership
I N S T I T U T E City Resources
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eventleadership
I N S T I T U T E City Resources

Guide Materials

Infrastructure

Property

Knowledge

Staff
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eventleadership
I N S T I T U T E Utilize “Free” Resources?

• Any limitations? 

• Any obligations? 

• Is it really advantageous? 

• Any impact on relationship?

Special Considerations
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eventleadership
I N S T I T U T E Internal Resources

• Loss of use / 

double booked 

• Shipment costs 

• Wear/tear

Equipment People

• Local v. travel 

• Know market v. 
know project
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SWOT Analysis
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I N S T I T U T E SWOT Grid

• Strategic PlanningStrength Weakness

Opportunity Threat
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I N S T I T U T E SWOT Grid

• Strategic PlanningStrength Weakness

Opportunity Threat

Is

May be
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eventleadership
I N S T I T U T E Burning Man

• Limitless size 

• Dry weather 

• Space to build

Strength Weakness

Opportunity Threat

• Temperature fluctuations 

• No infrastructure 

• Poor access

• Showcase artists 

• Develop sponsorships

• Medical emergencies 

• Water 

• Sewage
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eventleadership
I N S T I T U T E Why SWOT

• Determine Feasibility  

• Alert Client 

• Prepare Contingencies 

• Financial Forecast 

• Professionalism

Analysis Outcomes
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Avoiding Pitfalls
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I N S T I T U T E Communication
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eventleadership
I N S T I T U T E Communication

Who needs to communicate?


What is delivery method?


How/when should it flow?
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I N S T I T U T E Authorization
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eventleadership
I N S T I T U T E Authorization

Have an agreed process.


Know who can give.


Be clear in the change asked for.
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I N S T I T U T E Teamwork
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eventleadership
I N S T I T U T E Teamwork

Avoid silos.


Structure is important.


Employ good collaboration software.


Schedule and execute effective meetings.
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I N S T I T U T E Handling Change
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I N S T I T U T E Handling Change

Identify milestones first.


26-2



eventleadership
I N S T I T U T E Be Ready to Shift
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eventleadership
I N S T I T U T E Be Ready to Shift

Change will be a given.


Understand why the change is happening.


Communicate the impact of change.


Use echo process for clarity.
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Evaluation
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eventleadership
I N S T I T U T E Ongoing Evaluations

Timing

Quality Control

Resource Performance

Contractual Compliance

Creative Compliance
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eventleadership
I N S T I T U T E Prepare Evaluation
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eventleadership
I N S T I T U T E Prepare Evaluation

What will you measure?


Set controls for the evaluation process.


Determine how you will evaluate products.
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I N S T I T U T E Final Evaluations

Client Feedback

Qualitative PerformanceObjectives Met
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I N S T I T U T E Evaluation Tools

• Surveys 

• Movement 

• Payments 

• Social Postings

Guest Client

• Observational 

• Verbal recap 

• Data collected 

• Peer feedback 
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