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31/KHAI QUAT VE LINH VUC TO CHUC SU KIEN.
1.1 Khai niém vé linh vuc t6 chirc sw kién.
T6 chiic sy kién 1a hoat dong trong tong thé chién luoc PR va Marketing ciia Doanh nghiép.
C6 thé hiéu don gian nhit, to chirc sy kién cua Doanh nghiép 1a t6 chtic cac chuwong trinh ¢
su tham gia cua céng ching va khach hang nham xay dung hinh anh caa Doanh nghiép, caa
san pham va ghi lai dau 4n trong tam tri caa nhém cong chdng va khéach hang.
Hién nay, cac doanh nghiép c6 2 lua chon dé to chirc sy kién do la:
+ Doanh nghiép tu diing ra to chire, thuong 1a cac su kién mang tinh noi bo hoic do
diéu kién cua Doanh nghiép khong du kha niang thué Agency.
+ Thué cac Agency chuyén nghiép t6 chac. Day 1a giai phap ma da sé cac Doanh
nghiép lua chon, vira tan dung dugc kinh nghiém cuaa Agency, vira dam bao cho su
thanh cong cta churong trinh, tranh ling phi nguén nhan lyc cia minh.

1.2 Vidu.

Sau day 1a mot s6 sy kién dién hinh nhu
+ Su Kién vin hoa, xa hoi.

+ Sy kién 4m thuc.

+ Sy kién gidi thiéu san pham méi.

+ Sy kién thé thao.

+ Su kién &m nhac, giai tri

+ Hoi nghi, hoi thao

+ Su Kién dac biét.

+ Hoi tro trién 1am.

1.3 Quan hé, vai trd va muc dich cia té chirc s kién

Ngay nay, viéc t6 chtrc su kién da tré thanh mot trong nhitng cong cu phd bién nhat trong hoat
dong tiép thi dic biét 1a trong PR. Thyc té cho thay, nhidu cong ty 16n dd dam bo ra hang triéu
USD moéi nam dé t6 chirc cac su kién va da dat duoc khong it thanh cong nho ting duoc
doanh sd ban.

MObi mét su kién s& c6 nhitng muc dich, vai tro khac nhau trong chién luogc chung cua cong ty.
Nhung nhin chung, moi sy kién duoc td chirc déu mong muén dat duoc nhting muc dich sau:
+ Gay su chti y: Mot su kién phu hop véi muc tiéu kinh doanh cua cong ty s& la mot luc day
can thiét dua hinh anh thuwong hiéu tién xa hon trong tam tri ngudi tiéu dung. Mot trong nhiing
thanh céng ciia mot event 1a dugc nhiéu ngu(‘wi biét dén . Mot khi su kién thu hat duoc su quan
tam cuia gidi truyén thong thi déng nghia vai viéc khong nhu’ng cong ty c6 thé truyén tai
thong diép mot cach tryc tiép voi khach hang ma hinh anh cta thuong hiéu va san pham con
¢6 co hi tiép xtc véi ca nhiing khach hang khong tham dy event . Chi ph1 dé truyén tai hinh
anh nay con thap hon nhleu s0 v&i viée doanh nghiép tu b6 tién ra quang cao . Nhu vay co thé
no6i tan dung su kién gay tiéng vang 1a chién lugc tiép thi hét sirc thong minh.

+ Danh bong hinh anh thwong hiéu . Gan hinh anh thuong hiéu véi mot sy kién thich hop c6
thé s& giup dinh vi rd nét hon hinh anh thuong hiéu va c6 thé d& dang chiém dugc cam tinh
ctia cong chung. Piéu nay c¢6 thé duoc minh chimg qua vi du sau: Chuong trinh Lai tri &n ngot
ngao do cac cong ty kinh doanh banh ngot thyc hién nhan ngay 20-11 nam ngoai 1a mot sy
kién dang cht y. Cong ty Hy Lam Mon, Maxim’s, Givral, banh kem Kaki, banh kem Dai My
d3 phdi hop ciing mét sé ca si ndi tiéng danh ting thay ¢6 mon qua bat ngo - nhing chiéc
banh kem that ngot ngao, nhu tinh cam tri &n sdu dam cuaa hoc tro dbi vai thay cd. R8 rang ho
da thu hut duoc tinh cam cua khach hang véi thuong hiéu cua minh khi tao su kién dua trén
truyén thong ton su trong dao cua nude ta. Do 1a chua ké dén hiéu qua vo cuing to 16n vé mit
xay dyng thuong hiéu, cong ty da xay dung cho minh hinh anh mot don vi kinh doanh san
pham van hoa “tri thirc” - biét tran trong cac gia tri tinh than Viét Nam.
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+ M6 rong mdi quan hé : Muc dich khi t6 chuc su kién khong chi 1a dé danh bong hinh anh
thuong hi¢u ma day « con la co hoi cho doanh nghiép gdp g0 , trao d6i, giao luu voi ban hang ,
dbi tac, co quan truyen thong, co quan cong quyén, giup thong tin duge thuc ddy hai chiéu, va
tang cuong quan hé co 1oi cho doanh nghiép.

2/ QUI TRINH TO CHUC SU KIEN.
2.1 Requirements study (Thiu hiéu yéu ciu khéach hang)
Truéc khi bat dau vao mot ké hoach t6 chirc sy kién, ta phai khai thac va nam rd cac yéu cau
co ban nhit. Yéu cau nay do chu dau tu , cac khach hang dua ra . CAc yéu cau nay duoc thé
hién trong mot béan brief, can ctr vao ban brief nay ta s& xac dinh duoc rd rang minh can phai
lam gi. Dé thuc hién ban brief, ban phai tra loi duoc cac cau hoi sau:
Loai hinh sy kién s& t6 chuc (hop béo, gidi thiéu san pham, talkshow, ...)
Muc tiéu khi to chic su kién 1a gi?
Khach tham du la nhitng ai?
C06 bao nhiéu khach sé tham du?
Khi ndo va & dau su kién sé dién ra?
Ngéan sach la bao nhiéu?
San pham hoic dich vu caa cong ty c6 diém dic biét gi?

@moaoo0oe

2.2 Brainstorming (Suy nghi V twéng)

Trong giai doan nay, ban t6 chic sy kién phai tap hop mét nhom nguoi dé tién hanh
brainstorm ¥ tudng t6 chirc su kién. Luu ¥ khi thuc hién Can nam rd yéu cau cua ban brief,
dong thoi hleu rd san pham hoac dich vu ciia cong ty yéu cau té chirc event. Sau khi suy nghi
¥ tudng, ban t6 chirc su kién sé thé hién trén proposal , 14 cich tao san pham Event trén gidy
td. Chuong trinh nay s& duoc goi dén khach hang véi bang bao gia va cho phan hdi tir phia
khach hang. Thong thuong, ddi véi mot event, day 1a giai doan quan trong nhat, tao duoc su
khéc biét gitra cac cong ty event vai nhau. Nhung mét y tudng hay cling chwa dam bao thanh
cong cua event bai con phu thudc nhiéu vao khau té churc.

2.3 Event design (thiét ké sw kién)
Giai doan nay 1a giai doan cu thé ¥ tuéng. C4c van dé bao gom:
Dia diém t6 chuc.
Thoi gian t6 chirc chuong trinh va thoi gian dién ra chwong trinh.
Chu dé (theme/concept) ciia chuong trinh.
Thiét ké hinh anh cho chuong trinh.
Chuong trinh chi tiét, gdm nhiing hoat dong gi, thoi gian ra sao.

2.4 Planning (Lén ké hoach té chiic)
Pay 1a lac chuong trinh td chic event dugc cu thé hoa chi tiét nhat trude khi tién hanh thuc
thi. Cac van dé quan tam Ia:
+ Ngan sach.
+ Ngudn nhan lyc thuc hién.
+ Nha cung cap dung cu thiét bi.
+ Van chuyén nhu thé nao.
+ Phan tich rai ro c6 thé xay ra.

2.5 Execution (Tién hanh thuc hién)
Mot su kién thudng mat 2 tuan dé thuc hién. Bao gdm cac hoat dong chuan bi nhu dong phuc,
in banner, lap dit standee, thué nguoi, lién lac cac bén lién quan. Mot s6 cong ty sé tlen hanh
thué ngoai (outsourcing) mot s hoat dong va ctr bo phan giam sat hoat dong...Luu ¥ ¢ an trao
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d6i véi khach hang thuong xuyén dé dat duoc sy chap thuan tir phia khach hang, dong thoi
lubn kiém soat chat ché nha cung cap dé han ché moi rui ro co thé xay ra.

2.6 Set up (Dan dwng chuén bi)
Qua trinh dan dung chuan bi duoc thuc hién tai noi té chirc sy kién. Tét nhat 1a 1 hodc 2 ngay
truéc ngay su kién didn ra. Nén cé mét bang nhitng cong viéc can lam dé tién theo ddi tién do
va khong bo st bat cir khau nao. Chu  dén thoi gian van chuyén. Céc truong bo phan s& diéu
phdi nhan lyc theo cong viéc da duoc phan cdng. Nhiing luc ¢ phat sinh ngoai dy kién, moi
ngudi s& cling tap hop lai dé cing giai quyét tai chd.

2.7 Finish (Két thuc sw kién)
T6 chire sy kién, ludn theo ddi chat che khi sy kién dién ra. Diéu chinh khi phét sinh vén dé.
+ Két thuc sy kién, chuyén do dac vé kho (removal): don dep noi t6 chic (cleaning), sua lai
nhitng vét dung da st dung (repair), thanh toan hop ddng cho cac nha cung cap (contract
acquittal), bao quan kho (storage)...
+ Hop rat kinh nghiém: Sau khi event két thic, mdi bo phan s& viét béo cdo ghi nhan lai
nhiing thiéu sot vé qua trinh chuan bi, qua trinh dién ra va qua trinh két thic sy kién dé cing
nhau rat kinh nghiém cho nhirng su kién sau.
Vi du: Quy trinh té chiic su kién ciia cong ty ¢ phan truyén thong Tan Khanh
Céc dich vu truyén thong t6 chirc su kién VTK communications mang dén cho khéach hang:

+ Hop bao

+ Hoi nghi khéach hang

+ Khai truong

+ L& khoi cong, dong tho

+ Tung san pham méi

+ Biéu dién ca nhac, nghé thuat

So d6 1am viéc

Y >tu’6'ng7 Format

Nm dung s Tong ket

o NG
TT khach hang

Nghé thuat

-
= O
B
= <
s <
= 3
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~ Kich ban MC
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3/QUAN TRI TRONG TO CHUC SU KIEN.

3.1 Quan tri tai chinh trong té chirc sw kién.

Viéc quan trj tai chinh trong hoat dong to chuc sy kién dong vai tro rat quan trong, cu thé nd
anh huong truc tiép dén kinh phi hoat dong ciing nhu hiéu qua ma hoat dong event mang lai,
13 co s dé thuyét phuc nhitng dbi tac co lién quan chap nhan trién khai du &n. Chinh vi vay
viéc quan tri tai chinh trong hoat dong event duoc thyc hién tir rat som va két thic sau céc
hoat dong con lai cua td chic su kién.

3.1.1. Vai tro cua quan tri tai chinh
a) Trudc khi thuc hién
- Quan trj tai chinh 1a yéu té quan trong dé mot du an duoc trién khai, bang cach danh gia
gitta kinh phi thuc hién va hiéu qua ma du 4n mang lai. Néu cong tac du béo va quan tri
khong hop 1y, du an c6 thé khong dugc chap nhan hoic khdng mang tinh kha thi.
- Quan trj tai chinh gip nha hoach dinh c6 kha ning danh gia dwoc tong muac kinh phi thuc
hién ciing nhu dam bao khdng c6 nhitng phat sinh anh huéng dén tién trinh cong viéc.
b) Trong qua trinh thuc hién
- Quan tri tai chinh giup giam sat chat ché cac hoat dong phat sinh chi phi trong qué trinh hoat
dong va phl hop vai nhitng dy bao ban dau. Day 1a hoat dong cu thé hoa cac ké hoach da du
bdo trude va dam bao cac hoat dong khdng cd kinh phi phat sinh ngoai y mudn.

- Quan tri tai chinh cling la mét co so dé danh gia tién d6 cong viéc ciing nhu phuc vu cong
tac kiém tra va kiém soét.
¢) Sau khi thyc hién
- Sau khi qué trinh thuc hién hoan tat, vai trd cia quan tri tai chinh 1a két toan ciing nhu béo
cao cho céc bo phan co lién quan vé tong thé qua trinh hoat dong ciing nhu 1a co so dé danh
gia két qua cua su kién vira duoc thyuc hién.
- Quan tri tai chinh con 1a co so dé thuc hién cac hoat dong tiép sau.

3.1.2. Qua trinh quan tri tai chinh

Nhu trén di trinh bay, quan tri tai chinh trong hoat dong té chirc sy kién dugc thyc hién tir rat
sém, bao gém cac hoat dong du béo, trién khai va kiém soat, cudi cung 1a danh gia.

a) Du béo

Puoc thyc hién ngay tir khi 1én ké hoach cho viéc to chic su kién, bao gom 2 phuong phéap
chinh

+ Du bao céc khoan kinh phi phat sinh => tong kinh phi duy an

Phuong phéap nay bao gom viéc du béo cac khoan phat sinh trudc roi tinh tong kinh phi thuc
hién. Viéc du bao dua trén co sé toan bo cac chi phi phat sinh tir cac hoat dong da duoc 18n ké
hoach ciing nhu mot phan dy trii phat sinh ciing nhu bién dong gia thi truong.

- Uu diém: Vi cach du béo nay, nha hoach dinh c6 thé thoai méi thuc hién cong tac du béo
va trién khai du an ma khdng bi han ché vé mat kinh phi.

- Khuyét diém: Ciing véi tinh chét trén, viéc thuc hién du bao theo cach nay thuong khong
mang tinh thyuc té vi bat ki mot du an nao ciing c6 phan gidi han vé ngan sach thyuc hién va
toan bd cac hoat dong khong dugce phép vuot ra ngoai kinh phi da dugc dua ra.

Tong kinh phi => cé4c khoan phét sinh

bay la cac nguoc lai vai cach trén, nghia la trén co s¢ kinh phi cho trudc, nha hoach dinh sé
phan bd chi phi cho tirng han muc va té chirc thuc hién trén co so cac khoan phan bé do. Trén
thuc té day 1a cach duoc thyc hién kha nhiéu va phé bién hon.

- Uu diém: Cach nay dam bao ké hoach s& duoc thuc hién theo timg diéu kién cu thé cua
doanh nghiép va kha ning tai chinh ma doanh nghiép c6 thé cung cap. véi cac dy toan nay,
doanh nghiép hoan toan cé thé kiém soat dugc tong murc kinh phi ciing nhu linh dong trién
khai cac du an dung theo kha nang ctia minh.
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- Nhuoc diém: ban than cac hoat dong cua doanh nghiép sé& bi han ché do kinh phi 1a c6 gigi
han. S& ¢ nhitng hoat dong rat hiéu qua khong duoc trién khai vi doi hoi kinh phi cao hoic
phai cat giam chi tiét do kinh phi han hep.

b) Dy bao doanh thu

Du bao khong chi la cac khoan chi phi phat sinh, ma du bao bao gom cac khoan doanh thu
hay cu thé hon 1a cac dong tién c6 duoc tir hoat dong t6 chire sy kién. Cu thé, cac dong doanh
thu c6 thé tir

- Tién duoc Cép ban dau dé thyc hién

- Tién tir cac nha tai tro da cam két tir truge

- Tién tir c&c nha tai trg phat sinh trong qua trinh trién khai

- Tién tir céc hoat dong khéc: Ban vé, quang co trong qué trinh thyuc hién, Cac hoat dong cé
thé tiét giam chi phi trong qué trinh thyc hién (chi phi 4m). ..

Thong thuong khi 1én ké hoach cho mét su kién, don vi to chirc cling dd c6 dugc mot vai
ngudn thu mang tinh chic chan va ¢ thé dam bao dy an c6 kha nang dugc trién khai. Chinh
Vi vay viéc con lai 1a du bao cac khoan thu khac nham ciing ¢ tinh kha thi cta dy 4n ciing
nhu khan dinh muac d6 thanh cdng khi du an duoc trién khai.

+ Du bao céac lgi ich khac

Viéc to chuc su kién khong don thuan 1a mang lai lgi ich vé mat tai chinh, ma né con cé
nhiing loi ich khéc rat khé lwong héa nhu gia tri v& mat thwong hiéu caa don vi to chuc, nha
tai trg cling nhu niém tin cua khach hang.... Chinh vi vay viéc du bao khong chi dung lai &
cac con so don thuan vé mat sé luong. Viéc chung minh mot du &n ¢6 kha thi hay khéng bao
gom cac viéc luong hda mot cach tuong dbi cac loi ich phi tai chinh cua dy an va chuyen
ching vé céc gié tri co thé danh gia vé mat tai chinh nhiam dam bao tinh khach quan khi quyét
dinh dy an duoc trién khai hay khéng.

+ DPanh gia tinh kha thi trén co s¢ du bdo

Sau khi du béo tat ca chi phi ciing nhu doanh thu c6 dugc, nha hoach dinh c6 thé lap bang
danh gia tinh kha thi ciia du &n nham 1am co s& thuyét phuc cac nha tai tro ciing nhu t6 churc.
b) Trién khai va kiém soat

Sau qué trinh du b4o va hoach dinh, viéc trién khai bao gom dam bao cho cac du bao mang
tinh kha thi cling nhu ¢6 su linh dong can thiét dé du an phl hop hon véi thuc té. Vi ti Ié dy
phong bién dong gi& hodc du phong phat sinh, qua trinh trién khai cd thé cho phép mét sé chi
phi phéat sinh thém mot cach can thiét hoac cat giam mot s6 hoat dong khong can thiét da duoc
du toan trong qué trinh du bao do khéng con phu hop. Tuy nhién, yéu cau cao nhat cua qué
trinh trién khai van 1a dam bao thyc thi dung cac du bao da thuc hién va nhat 1a tong kinh phi
khong duge cao hon mirc cho phép. Viéc cit giam kinh phi ciing khong dugc khuyén khich vi
tuy c6 thé tao ra dong tién phét sinh tir chi phi 4m nhung muc tiéu cao nhat cia quan tri tai
chinh 12 dam bao viéc sir dung von hiéu qua nhat chi khong phai la chi phi thap nhat.

Cong cu thuong duoc sir dung trong qué trinh trién khai va kiém soét 1a viéc cu thé hoa cac du
bao thanh cac bang biéu giam st tién do thuc hién theo tho gian va hang muc. Chang han véi
cac hang muc cu thé s& c6 bang giam sat kinh phi cu thé nham dam bao kinh phi phéat sinh
khong vuot ra ngoai gigi han cho phép va sau khi hang muc két thic cé thé dong bang biéu va
trién khai hang muc tiép theo.

Viéc chia nho céc khoan kinh phi thanh tirng phan cu thé va giam séat bang bang biéu s& gitp
don gian hoa viéc trién khai va kiém soat, vi cac kinh phi da duoc dwa vao timng hang muc va
khi c6 bat ki khoan bat thuong nao déu duoc phét hién va danh gia. Néu can thiét co thé linh
dong thi trién khai, hodc khdng can thiét thi phai dwoc két thuc.

¢) banh gia

Viéc danh gia phan 16n duoc thyuc hién sau khi trién khai xong du an bao gom su khéc biét
giita cong tac du bao va thuc t& nham kiém ching loi ich ma viéc to chiic sy kién mang lai.
Song song d6 ciing 14 co s cho viéc to chirc cac su kién tiép theo.
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(minh hoa di kém)

3.2 Quin tri hiéu qua nha cung Wng/ dbi tac.
Viéc quan tri hiéu qua nha cung tng bao gom cac budc: Xac dinh nhu cau, tim kiém cac nha
cung tng hién hiru, lua chon nha cung tng, giam sat thuc hién va danh gia sau khi thuc hién.

3.2.1. Xac dinh nhu cau

Can cr vao ké hoach thuc hién va diéu kien thuc té khi trién khai, don vi to chirc s& dua ra cac
tiéu chi can thiét cua nha cung wng can thiét cho té chire sy kién. Bao gom cac yéu cau vé noi
dung, thai gian, trang thiét bi, quy cach hang héa (néu co), dia diém cung ung. ..

3.2.2. Tim kiém céc nha cung ung

Tim kiém cac nha cung tng chi xay ra khi c6 nhu cau khéc biét, don vi to chac hoan toan méi
hoic muén thay d6i nha cung ung. Vi phan Ién cac don vi t6 chirc sy Kién déu c6 nha cung
ng quen thudc nén viée thong thudng cac bude nay duoc bo qua. Nhung néu 1a don vi méi to
chtrc hoac mudn thay d6i nha cung cap thi ¢6 nhing luu y sau:

- Tim kiém nha cung tng théng qua cac kénh quen biét

- Thoéng qua céac co quan truyén thong.

- Nha cung @ng ty tim dén véi don vi to chic.

3.2.3. Lwa chon nha cung tng

Sau khi dd c6 dugc cac nha cung tng thoéa man cac yéu cau dat ra, don vi to chic ¢d thé thuc
hién viéc lya chon nha cung tng thdng qua cac hinh thic:

- Panh gia nang luc thyc sy cAc nha cung ung tiém ning: Kha ning tai chinh, co s¢ vat chat,
uy tinh trén thi truong. .. (danh cho cac don vi mudn tim kiém nha cung tng l1au dai..)

- Pau thau: véi nhiéu hinh thirc nhu du thau vé gi4, vé thoi gian cung tng, vé chat luong san
pham cung umg... Day 1a cac thuong dugc thuc hién véi muc dich thuc hign giao dich don
gian va két thuc ngay sau do6 vi don vi t6 chirc khdng quan trong Iim viéc lam & an lau dai vdi
nha cung cip ma chi muén dam bao san pham ma ho cung cip thoa man nhu cau trudc mat
caa minh.

3.2.4. Giam sat thyc hién

Viéc giam sat thyc hién nham dam bao cac san pham ciia nha cung tng chinh xac nhu nhing
thoa thuan da ki két. Viéc giam sat tly thudc vao tinh chat caa san pham

- Néu 1a san pham vat chat: Viéc giam sat bao gom danh gia chét lugng, dbi chiéu véi yéu cau
clia don vi to chirc va chét lugng da duoc bén cung tmg dua ra khi ki két hop dong, thoi gian
giao hang, hu hong va chinh sach bao hanh. . . Déi véi mot sb san pham [quan trong, viéc giam
sat bao gom ca qua trinh san xuét ra san pham d6, dén viéc van chuyén va giao hang nham
dam bao san pham luén & trang thai phi hop nhat.

- Néu 12 san pham phi vat chat nhu dich vu thi qua trinh giam séat bao gém viéc danh gia co s
vt chat, ning luc con nguoi, va dic biét 1a giam sat quy trinh thuc hién nham dam bao ding
tién do ciing nhu chat lugng thyc hién. Khi phat sinh bat ki dau hiéu bat thuong nao deu phai
dugc ghi nhan va danh gia mac do tac dong dé co thé quyét dinh tiép tuc hay yéu cau diéu
chinh.

Tat nhién, viéc giam sat ciing tuy vao ndi dung hop dong da ki két, néu hop dong khéng yéu
cau don vi t chirc thuc hién viéc giam sat ma do chinh bén cung ung thuc hién va dam bao
bang cac diéu khoan hop ddng thi viéc giam sat khong can thuc hién quéa nghiém ngit.

3.2.5. Panh gia sau khi thuc hién
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Sau khi két thic viéc giao dich vai nha cung tmg, don vi t chirc c6 thé danh gia két qua ciing
nhu dédnh gid nang lyc cua nha cung ung deé di den quyet dinh c6 the tiep tuc kinh doanh hay
khong hoac tim kieém mot nha cung tng mai.

3.3 Phép li trong t6 chirc sw Kién.

Thu tuc dang ki t6 chuc sy kién :

Céc gidy to can chuén bj la:

-Pon xin cip phép t6 chirc su kién.

- Ké hoach chuong trinh (Muc dich, Thoi gian, Dia diém, Thanh phﬁn tham du?Chuong trinh
biéu dién: Ca sy, tac pham, tac gia?Dy kién ngay phuc khao?)

- Hop dong thu¢ dia diém.

- Gidy 0 uy quyén ciia khach hang cho cong ty to chire.

- Hop dong gitta 2 bén khach hang va cong ty t6 chuc.

- Glay cong b tiéu chudn, chat lwvong hang héa san pham (tuy SP)

- Gidy phép dang ky kinh doanh cua khach hang & agency t6 churc.

Thoi han ndp ho so trude 10 ngay dién ra chuong trinh.

Nop hd so tai:

Phong phiic khao gidy phép — S¢ Van Hoa thong tin

TPHCM: 164 Bong Khéi, Quan 1, TPHCM

Ha Noi: 47 Hang Dau, Hoan Kiém, Ha Noi.

Tuy nhién, khi td chire cac su kién c6 thém céc chuong trinh véi ndi dung khéac nhau thi
can bo sung thém cac thong tin, cu thé:

To chic Biéu Dién

+ Pon xin cap phép té chirc biéu dién

+ Hop dong dia diém

+ NOi dung chuong trinh

+ Van ban bai hat

+ Ban sao Giay chung nhén déng ky kinh doanh
+ Glay xac nhén da déng tién tac quyén

+ Gidy uy quyen (Néu co)

Noi nop: S¢ Vian hoa, Thé thao & Du lich

Thoi gian cap phép: 7 ngay

Gidy phép hop béo.

Hb so:

+ Pon xin t6 chirc hop bao

+ Ban sao Glay ching nhan dang ky kinh doanh
+ Gidy uy quyén (neu co)

+ Hop dong dia diém

+ N6i dung chuong trinh (kich ban chuong trinh)
Noi nop: S¢ Thong tin va truyén théng

Thoi han cap phép: 7 ngay

T6 chirc hdi nghi khach hang
Hb so:

+ Pon xin phép to chirc

+ Gidy dang ky kinh doanh

+ Gidy uy quyén

+ NOi dung chuong trinh
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+ Hop dong dia diém

+ Néu c6 chuong trinh rat tham hay khuyén mai thi phai xin phép S¢ Cong Thuong.
Noi nop: S¢ Van hoa, Thé thao & Du lich

Thoi han cip phép: Téi da 2 tuan & quan 1, 3, 10, téi da 1 tudn & cac quan con lai

Festival cap tinh (Binh Duong - BR-VT , cac tinh Mién Tay..)
Dé 4n t6 chirc c6 kém cong van cua UBND Tinh

Dé an gom:

+ Co quan chi dao,

+ Ban t6 chi,

+ DPon vi thuc hién,

+ Noi dung chuong trinh,

+ Céc ké hoach truyén thdng, tién d6 thuc hién,...

+ K& hoach tai trg néu co.

3.4 Quan tri rii ro trong té chic sw kién

Hoat dong t6 chirc sy kién 4n chta nhiéu rui ro néu khéng dugc t6 chure quan ly t6t. Quan tri
rti ro phai duoc cha ¥ ngay tir dau nham tranh kéo theo nhitng rac rdi phirc tap sau nay.

Thong thudng chi khi gan sat véi ngay dién ra sy ki¢n, ta méi chu y dén nhing bat thuong
hay nhitng su thay doi ngoai y mudn. Vi ap luc vé thoi gian, nhimg thay d6i nho so voi ké
hoach ban dau c6 thé s& dé lai nhirng khac biét 16n. Do do, nhiéu nguoi than phlen rang tai
sa0 ¢6 qua nhidu chuyén bat ngd xay ra ngoai y mudn khi ma chwong trinh dang trong giai
doan git gao nhat. D6 hoan toan 1a do da qua chii quan khi 1ap ké hoach thuc hién event.

Mbi cong viéc khi thyc hién td chirc sy kién nén duge cu thé va 1én lich 16 rang. Mot danh
muc cong viéc can lam dai 1€ thé c6 thé rat ruom ra va dang so nhung né 1a cach t6t nhat dé
klem soat va danh gia tién do cong viéc. Co nhiéu phuong cach dé giai quyet cac cong vige
khi t6 chirc mét sy kién sao cho it riii ro nhét, ddc biét 14 tranh duoc ap luc vé thoi gian:

3.4.1. Lam timg budc (step by step): sap xép thtr tu nhitng cong viéc can 1am theo mot danh
sach cu thé va chi tiét. Lam timg cong viéc mot theo tung budc va klem soat chat ché thoi
gian dé hoan thanh cong viéc d6 dung tién do, sau d6 s& 1am cong viéce tiép theo. Uu diém cua
cach nay 1a c6 thé kiém soat dugc vé mit thoi gian va tién do cong viéc mot cach chat ché.
Thich hop v6i nhitng don vi chua c6 nhiéu kinh nghiém trong t6 chirc va quan ly hoat dong
event. Nhugc diém 1a cach thyc hién nay ton kém kha nhidu thoi gian. Dong thoi cling rat
kém linh hoat khi c6 sai sot xay ra. Cong strc hoach dinh lai danh séch cong viéc rit vat va va
mat nhiéu thoi gian hon.

3.4.2. Lam song song: nhiing viéc gi c6 thé lam song song thi ta lam song song cung mot luc.
Thuong thi nhiing cong viée khong lién quan gi dén nhau thi ta c6 sap x€p lam cung mot luc
dé rat ngan thot gian vi du nhu dan dung sén khau va viét thiép moi. Cach thyc hién nay co
thé khic phuc phan nao han ché cta cach lam ting budc 1a van dé vé thoi gian thuc hién. Tuy
nhién n6 thuong khién cac nha té chtrc su kién 14n vao 16i mon 1a 1am nhiéu viéc cung mot
lac, phan tan luc lwong, khé quan 1y va cong viéc chdng chéo.

3.4.3. Két hop ca hai phuong an trén: vira lam theo timg budc va vira lam nhiing cong viéc
song song. Trong tirng giai doan cu thé, c6 nhiing viéc ¢6 the co6 thé thyc hién cung luc, tuy

nhién c6 nhitng giai doan quan trong can su chi ti€t ti mi va dau tu nhiéu thoi gian cong stec,
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nhu giai doan hoach dinh cong viéc hay chi tiét hoa y tudng thi khong thé tan man, so sai vé
budc niy duge. N6 doi hoi can sy tham gia dau tu ki ludng cta nhiéu thanh vién nham tranh
nhirng sai sot sau nay. Do do, khi can cu thé, chi tiét va chic chin thi ta lam tung budc, con
khi c6 thé thuc hién song song thi ta lam song song. Tuy nhién, khi thyc hién phwong 4n nay,
nén lay tiéu chi 1am ting budc mot 13 quan trong, thuc hién song song chi khi c6 thé duoc.
Néu khong rat d& mat kiém soat.

Ngoai mot phuong cach lam viéc hop 1y, luu y dén nhitng 161 1am hay mic phai va nhing bai
hoc kinh nghiém trong quan 1y t6 chuc sy kién ciia nguoi khac ciing 1a cach dé ta tranh dugc
rui ro.

Phuong an du phong nhu’ng rii ro ¢ thé xay ra va cach giai quyét nhimng rai ro d6 luén 1a 1oi
khuyén cta nhiéu ngudi di timg thyc hién cong tac to chuc sy kién.

O mot sy kién duoc to chirc chuyén nghiép, ngudi ta sé tinh dén cac giai phap xtr 1y khung
hoang. Theo d6, ngudi t6 chirc s& dy doan nhitng tinh hudng xdu nao cé thé xay ra, cach giai
quyét cu thé timg truong hop ra sao... Lam nhu thé s& hay hon 1a chi ¢6 ging lam mot
chuong trinh hoan thién theo kiéu tranh khong dé xay ra mot so sudt ndo. Trén thuc té, day 1a
diéu khong thé, c6 khi con tac dung nguoc, bdi cang cb chu tat mat nay thi lai dé so ho mit
khéc.

Con dbi véi rui ro khi khach moi quan trong nhu cac thanh vién cua chinh phu chang han thi
cach giai quyét cho truong hop nay la ching ta ludn c6 nhimg khach moi dy phong. Néu
nguoi nay khong dén thi co the thay thé ngudi khac. Trong trudng hop khong co ngudi thay
thé thi bat budc phai cat luén tiét muc do.

Con dbi voi cac ca si, nguoi mau tham gia chuong trinh, cac tiét muc dugce biéu dién trong
chuong trinh thi ching ta cling phai c6 vai nguoi du phong cling nhu vai tiet muc dy phong.

Con d6i v6i nhitng sy kién c6 thiép moi tham dy, s6 khach moi duoc moi tir trude thi dé tranh
truong hop qua tai vi khach moi ¢ thé dit theo nguoi than ban bé thi ching ta can lién hé
trude voi khach moi dé xac nhan sé ngudi tham du dong thoi ciing phai chuan bi phuong an
b6 sung chd ngdi khi s6 ngudi tang 1én.

Dbi voi nhitng sy kién t6 chirc ngoai troi chang han, khong xac dinh duge nhitng ngudi tham
du, ngudi tham gia c6 thé 1a cong chung hiéu ki thi can co tinh toan ki lugng, du doan lugng
nguoi tham dy, co6 phuong an dy phong truong hop qua tai va phai c6 doi bao vé dé 6n dinh
trat tu trong truong hop qua tai, sap sép chd trong khu vuc dién ra sy kién. Tham chi khi sy
kién can dién ra ngoai troi ma ngay hom do musa, tuy tinh chat quan trong clia né, ta c6 thé du
tri luén mot dia diém khac trong nha dé t6 chuc su kién

Ngoai ra, khi t6 chure sy kién con can luu y nhiing van dé sau:

e Kiém tra chinh xéc thoi gian dién ra sy kién: can thiét phai kiém tra xem ngay nay co
tring voi bat ctr dip nghi 18, ngay nghi nao hay khong, ciing nén luu y viéc tranh t6
chtrc cung ngay voi cac su kién thé thao ndi bat, thu hat nguoi xem, dac bi¢t 1a khi ban
dang tim kiém 1 ban hop dong v6i mot ddi tac 1a nam gidi.

e Nén sém chuin bi cho su kién: Mot khoang thoi gian rong rai dé thuc hién sy kién sé
han ché duoc rat nhiéu rui ro c6 thé xay ra khi ma ta con c6 thoi gian dé sira chira né.
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e Som thu hat khach tham dy: Cang thuc hién cong tic tuyén truyén, giri thu moi cang
som. Khach moi s& cang c6 thoi gian thu xép cong viée ctia ho dé tham du. Pong thoi
cling dam bao s luong khach moi du kién hon.

e Hop dong phai rd rang: Nhiing hop dong khong 6 rang s€ la nhing rui ro rat 16mn vi
tinh khong chic chic cua no. Va ¢ rat phién phue trong tranh chap sau ndy néu nhu
¢6 sy c¢b dién ra. Hiy chéc chin ring ban hop dong ciia ban dugc viét chit ché khong
thé bit bé duge. Tranh dung nhitng tir nhu “s€ dugc thoa thuan” hodc “sé dugc quyet
dinh trong nhiing ngay sau do”.

e Danh gia va xem trong nhitng gop y tham khao: C6 dugc nhiing y klen tam dic cua
mot ai do that tuyét nhung phai ludn kiém tra xem nguoi do co that su t6t nhu ho noi
hay khong. Diing nhu vy, ban s& can thém thoi gian dé kiém tra lai nhiing y kién gop
v nhitng viéc do rat dang dugc lam. Tai sao ban lai thu vé minh kha nang lam hong su
kién quan trong ctia minh véi nguoi cung cip nguoi khién ban thit vong ngay & phut
cudi cung hodc cung cip cho ban nhitng thiét bi khéng phai 1a t6t nhét va dich vu chét
luong kém? Mot cau hoi nhat thiét phai hoi nguoi duara y kién d6 13 “Ban c6 sir dung
ngudi cung cap nay cho cac 1an tiép theo khong?”. Ban s& biét minh nén 1am gi néu
cau tra 1oi 1a phu dinh

e Dung qua ¢ ging tiét kiém: C6 gang that chat ngan sach, ganh nang ma 6ng chu dat
Ién vai ban la hy vong ban c6 thé lam dugc nhiéu véi it kinh phi, su quyén rii vé viéc
dua ra nhiing quyét dinh su don thuan dya vao gia ca 1a rat 16n. Gia ré va chat luong
t6t thuong khong di song hanh véi nhau.

Danh sach nhitng luu y khi to chire sy kién phai duoc cap nhat va dai nhu danh sach nhiing
cong viéc ma ban phai lam vay. Nhing Ivu y nay la nhitng nhiing yéu t6 nho nhit nhung lai
rat nguy hiém. Cht y dén n6 nhiéu s& gitp ta han ché nhitng hau qua ma né cé thé xay ra
nhiéu hon.

3.5 Quan tri nhan sw trong t6 chirc sur kién.
Nhan Iyc 13 yéu t6 quan trong
Néu nhu cac su kién thuong mai la phuong tién quang ba truc tiép, thi yéu td dé dat duoc muc
tiéu quang ba chinh 1a chu thé tham gia ¢ ca hai phia: nguoi duoc truyén tai va nguoi thuc
hién vigc truyén tai thong tin.
Thanh cong s& nam & viéc xac dinh dung dbi tuong khach hang va thuyét phuc ho hudng imng
ban trong sy kién thuong mai do. Dong thoi, viéc tuyén chon, huin luyén va tao dong luc tot
cho d6i ngii nhan vién dé co thé giao tiép v6i dbi twong khach hang muc tiéu ndy ciing khong
kém phan quan trong.
Thé hién su cha y @i véi ngudn nhan luc
Néu su kién 1a phuong tién quang bé truc tiép, thi yéu té dé dat muc tiéu quang ba chinh 1 su
tham gia & ca hai phia: phia khach hang va phia to chuac sy kién. Vi thé:
1. Trudc, trong, sau su kién, cong ty Can lam gi dé phat huy tac dung caa khach hang
2. Trudc, trong, sau su kién, cong ty can 1am gi dé phat huy tac dung cua ngudi to cic su
kign
3. Lam gi dé x4c dinh ding d6i tugng khéch hang ?
4. Lam gi dé thuyét phuc khach hang huéng ¢ng ban trong su kién thuong mai nay.
5. Lam gi dé tuyén chon doi ngii nhan vién dé c6 thé giao tiép véi ddi tuong khéach hang
muc tiéu .
6. Lam gi dé huan luyén va tao dong lrc tét cho ddi ngii nhan vién dé cé thé giao tiép véi
ddi twong khach hang muc tiéu .
Xac dinh di twong khach hang muc tiéu:
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Mirc d6 thanh cong cia mot sy kién duoc danh gia thong qua s6 luwong va gia tri cia nhitng
khach hang ma su kién do thu hat duoc, ké ca khach hang tiém nang. Mot sy kién du quy mé
tam c& dén dau, an twong dén muc nao cling s& tré thanh vo nghia néu xac dinh sai d6i twong
muc tiéu. Do d6 phai xac dinh dung dbi tuong muc tiéu dé 1am viéc tap trung va mang lai hi¢u
qua hon.
Cic yéu ciu chuin bi vé nhan su:
MC: Nguoi dan chuong trinh.
PG: Huéng dan, chao mimng khach moi.
Tiép tan tai ban: Pon khach, nhan Namecard, xac nhan khach moi.
Thuyét trinh:

o Chon chua dé cho su kién

« Xac dinh ngudi thuyét trinh

« Phéc thao bai thuyét trinh

« Trang phuc cho ngudi thuyét trinh

 Qua tang cho ngudi thuyét trinh

Béo chi, cac co quan truyén thong:

e Moi dai dién bao chi.

« Dai dién cua dai truyén hinh

e Phdng vién béo chi
Phong vién dai truyén hinh
Ngudai quay phim, chup hinh.
Ngudi chuan bi trinh chiéu trudc, trong va sau budi su kién.
Nguoi xu Iy cac tinh hubng phat sinh.
Vi du: Pau nim nay, mdt cong ty tw van méi thanh lap t6 chic hoi thao nham gigi thigu hoat
dong caa minh. Cho rang viéc nay don gian, cong ty khong thué dich vu bén ngoai ma tu
dung ra lo ligu. Do dit chd & mot khéch san sang nhét nhi & Sai Gon nén moi thir can thiét cho
hoi thao da duoc sap dit chu ddo. Nhung dleu ma cong ty khdng du liéu trudc la tinh hoc
thuat qua sau cua hoi thao - nhiéu gido su, tién si 1én doc nhiing bai tham luén dai 18 thé -
khién ngudi nghe kho tiép thu, trong khi d6 thoi gian danh cho phan thao luan lai khéng con.
Hoi thao kéo dai dén hon mét gio chiéu, khach tham dy bo vé gan hét, budi tiéc trua cua cong
ty xem nhu thét bai. VAy 13 chi hon trim triéu dong dé quang bé hinh anh cong ty nhung hiéu
qua lai khong dat nhu mong mudn. C6 thé cong ty cho rang mot hoi thao duoc to chuc trang
trong - thué dja diém dat tién, nhiéu bai phat biéu “ning ky”, chiéu dii an trua - s& hap dan
khéch moi. Trong khi d6 khach tham dy lai mudn dat cau hoi va tranh luan dé hiéu sau vé dé
tai. L& ra, cong ty nén bao cho dién gia biét trudc vé dbi twong khach tham du, ddng thoi kiém
soat duoc thoi gian trinh bay cua cac dién gia dé khong roi vao tinh thé bi dong.
Phén chia cip bic nhan su
Nguoi ta thuong dinh ra cac chirc danh theo co cdu cty, hodc chirc danh tam thoi theo ting
event.
Event manager: Thuong 1a chtic danh cao nhat trong nhitng ngudi lam event.
Event leader/event team leader: Mot sb cty/event quy mé nho c6 thé goi nguoi dimg dau 1a
nhu vay thay cho event manager.
Event supervisor: Cép trung, dudi sy phén cong cong viée va quan ly cua event manager,
ong nay quan ly cac nhan vién cap dudi hodc quan 1y theo hang muc. Vi du supervisor phan
san xudt, supervisor phan van hanh... Néu cty nho, hodc event quy mé nhé thi thuong bé qua
chtrc vy trung gian nay.
Event executive: nhan vién event, thuong chiu trach nhi€m thi hanh viéc td chirc event, dudi
su phan cong va quan 1y cta cép trén.
Helper: chan chay viéc, thuong la 1am thoi vy, khi cé event thi huy dong thém bén ngoai.
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D¢ quan li nguon nhan lyc hi¢u qua, nha quan tri thuong st dung bang mo ta cong viéc va bao
cdo tién d) cong vi¢c hang tuan.

Ban mo ta céng viéc

Phu trach
Ban/bd phan Cong viéc chinh Hé tro

EE T L én list cac tha can mua

Nhan checklist mua sim tir cac ban
khac

Lén menu dn udng
Thué muon do dac
Dit dia diém
Dit db an udng
Qua tang nguoi tham gia
Qua tang game
Ctr ngudi quan 1y d6 dac
Lién hé nha tai tro
Lién h¢ khach moi, gui thiép
Xac nhan khach moi
Kiém tra danh sach khach mai, in ra
Thiét ké thiép
In thigp
Pon & tiép khach VIP
Email cho céc thanh vién vé event
Dua tin 1én website
Tiép nhan, cap nhan list dang ky
Confirm nguoi tham dy trc event
In danh sach tham du
Lé tan don khach
Quan ly danh sach tham du tai event
Gui thu cam on VIP sau event
Lién hé nha tai trg, nhan qua tai trg

Phan cong cong viéc, giam sat, doc
Ban quan tri thac

Theo déi tién do, béo cao hang tuan
Thiét ké chuong trinh
Lén ké hoach ngan séach
Phan b ngan sach
Chuan bj phuong an back up nhan su
Nhén sy lam chuong trinh
Quan ly hop dong, thoéa thuan, hoa
don...

Khao sat dia diém, dat dia diem
Trang tri, set up dja diém
Thiét ké
SX trudc cac thir can cho set up
Lau chui, don dep
Tra do dac

Ban chwong trinh Lam cac doan phim
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Tap mua

Dbong kich

MC

Lam MC scripts

T chic game

Chay rehearsal chuong trinh
Chuan bj phuong an backup
Lén chklst d6 dac fuc vu ctrinh
Game kits

Nhac nén

Vi du: bién ban bao céo tién d6 cong viéc hang tuan

Ban:
Ngudi phu tréch chinh:
Ngay:

(TwNQAY «eevvnenne dén ngay ............ 2007)
I NHUNG VIEC DA LAM :
L
L
[ ]

IV. NHUNG VIEC CAN LAM TUAN TOI
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Ngwoi bdo cao

So' do bé tri nhan lyc EVENT mang tinh tham khao.

Bia ditm An wing. quiting
Bron k¥ thuar

Eréi vé chure

. N Pron FE&RB
I Broi tramg tei

Event manager + didu
hanh chwong trinkh

Theét ki 2dp xép Ti#n thi tree, lign wé

Il J1

Broa tan ¢ hinh

Béi miao te dai
=

U

Bao chi, khich mbn...

= & dung churong trinh,
Ergi chaong mgrde bofu Aifo.
trimh
Eros hamnh
eldnh, giaw cer

17

Giay phép, 1in &n..
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4/PANH GIA HIEU QUA MQT SU KIEN.

Dénh gia két qua mot su kién :
Dé danh gia két qua cia mot su kién, ta khong chi xem xét sy kién iy dugc thuc hién hoan
hao hay khdng ma con phai noi 1én tinh hiéu qua kinh doanh ma su kién d6 mang lai cho
khéch hang. Chinh vi thé ma viéc danh gia nay doi hoi phai két hop hai hoa gitra sy cam nhan
nghé thuat va tinh hiéu qua trong kinh doanh. Do tinh chét c4 biét cua ting su kién nén nhom
nghién ctru xin trinh bay cach danh gia mot sy kién cu thé cd that da dién ra. D& dam bao tinh
chinh xac vé mat ngit nghia, nhdm nghién ctru xin dwoc phép dé nguyén vin tén chuong trinh
va noi dung ban brief bing tiéng Anh.
Su kién Pond’s
) Beauty Transformation Event

A- THONG TIN TONG QUAT :

1. Thoi gian va dia diém :

Thanh phé H6 Chi Minh

Zen: ngay 23 thang 7; tir ngay 29 dén 31 thang 7 nam 2005

Thwong xa Tax: ngdy 6 thang 8 nam 2005

Parkson: tir ngay 1 dén ngay 7 thang 8 nam 2005

Thanh phé Ha Nbi

Melia Hotel: ngay 20 thang 8 nam 2005, 2005, tir 9:00 dén
22:00

2. Objective :
+ Communication Objective
— When it comes to skin lightening, Pond’s is the leader, the trusted brand
— Highlight Pond’s leadership and expertise to dampen Olay’s entry
Activation Objective
— Trial and brand experience, positive word-of mouth to friends and family
Essence
— Pond’s understands me, transforms me, inspires me
Activation Platform
— Positive Pursuits
Activation Idea
— Transform yourself with beauty
3. Key Message:
Trusted by Asian women for over 20 years
2 jars sold every second
Only Pond’s White Beauty 3-way Total Whitening solution expertly works to whiten
your skin, with:
— Vitamin B3 to whiten skin from within
— UVA / UVB protectors to block from darkening sun rays
— Pearl Nutrients which instantly evens out skin tone.
B- PANH GIA KET QUA SU KIEN :
1. Khach tham duw :

- + & ¥

Lok k=

Phu nit trong do tudi 20- 39, thu nhap ABCD

S6 luong khach tham gia du kién : S6 luwong khach tham du thuc té
HCMC: 4,200 khéach hang HCMC: 4,701 khach
Trung binh 350/ngay trong subt 12
ngay
HANOI: 1,200 khach hang HANOI: 3,058 khach

300 khach méi phan khiic
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Tong cong :5,400 khach 7
Tong cong : 7,759 khach (143,68 % )

Céc phuong tién truyén thdng trong viéc mai tham du chuong trinh

S6 lugng Leaflet da giri : 56450

Quang c4o trén truyén hinh, Quang cio bao va duong day nong hd tro.

2. Leaflet:

PONDS

I
i
i‘ - -

: -

CHUYEN VE MOT VE DER

hay -
kham pha
ve dep cua

chinh ban

“\

« Magazine — DPS and Back cover
» Britelites

« Wall Banners

» Posters

3. Booth Set-Up : Thanh phé Hé Chi Minh :
Zen Plaza
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4. Céc hoat dgng caa tirng suw kién : | ‘

A. HCMC Roadshow Schedule

10:00 — 10:45 Beauty event warm up
10:45-11:45 Celebrity appearance /Q&A with MC
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11:45-12:00 Lucky draw
12:00 —13:00 Q&A for public
14:00 — 15:00 Specialist Talk on stage (Skin)
15:00 — 16:00 Specialist Demo on stage
(Make up/others depends on the specific day)
16:00 —17:00 Q&A for public
17:00 —18:00 Specialist Talk on stage (Skin)
18:00 —19:30 Specialist Demo on stage
(Make up/others depends on the specific day)
20:00 - 21:00 Celebrity appearance /Q&A with MC
21:00 — 21:15 Lucky Draw
21:00 Close
Note:

1) consultation/demo still going on at booth while performance happens on stage

2) Especially on Aug.6, the performance at stage will be: 10h30-11h30: Thin /
15:00-16:00: Viet Hung / 17:00-18:00: Nicole / 19:00-20:00: Viet Hung)

Tai Zen Plaza

Tai Thuong xa Tax

B. Hanoi Morning Event Schedule:
9:00 Event Starts (registration)
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9:30 - 9:45
9:45-10:15
11:30 -12:00
13:00 - 13:30
15:30 - 16:00
16:30 - 17:00
17:30 - 18:00

Opening remarks

QA w/ Hair & Makeup experts
QA w/ Fashion & Fitness experts
QA w/ Hair & Makeup experts
QA w/ Fashion & Fitness experts
QA w/ Hair & Makeup experts
QA w/ Fashion & Fitness experts

Note: Demonstration starts at exactly 9:00am up to 5:30pm, there will be intervals
of spa music and TVC broadcasting during the whole event
Hanoi Closing Event Schedule :

7:00

8.00 - 8.10
8.10-8.20
8.20 - 8.30
8.30 - 8.40
8.40 - 8.50
8.50 - 9.00
9.00-9.10
9.10-9.25
9.25-9.35
9.35-9.50
9.50 - 10.00
10.00

Morning Session: Brand Experience

Evening
Dermatologist
Song

Fashion Show

Experts In Action

Topics of the Experts

1. Fashion consultation topics:
Colors that suit for different kinds of skin tone
Styles suit for different figures

3. Make up:

Styles suited for specific
Current fashion trends

Registration & Open Ballroom
Modern ballet dancing

Duet song number

Khanh Linh

Fashion show 1 — SXS & Tien Loi
Interview Dr. Nguyen Duy Hung
Minh Quan

Phuong Anh (must sing 1 Huy Tuan’s song)
Interview Quang Dung & Minh Tiep
Fashion show 2 — Tien Loi & F-silk
Interview Huy Tuan

Huy Tuan

End (Door gift distribution)

Entertainment:
Q&A
Dance Number

occasions

Materials go for particular designs
2. Fitness consultation topics:
Body type, weight, height

BMI Index / Fat analysis

Slimming program /Gaining weight
Type and frequency of exercises

Eating habit for good ski
Healthcare in general

n
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- Make-up consultation advice colors that go with fairer skin/suit skin tone
- Highlight tips on how to use makeup to highlight skin’s natural radiance
- Areas that make should emphasize

- Quick light demo

4. Hair:
- Type and status of hair (Eg. Dry, Damaged, lacks body, fine etc)
- Hair consultation to advice styles that best frame, show-off the sample face.
- Hair colors that go with fairer skin/suit skin tone
- Quick light demo: temporary hair styling, drying or curling
5. Skin:

- Skin check
- Skin consultation

5. Thong tin phan hoi sau chuong trinh :
Sau chuong trinh, ban t6 chirc su kién can c6 ké hoach thu thap nhitng y kién phan héi. Chinh
nhiing thdng tin nay s& gitip cho ban t6 chuc hiéu thém duoc nhitng cam nhan caa khach tham
du va chuyén gia thuc hién chuong trinh. Nhitng thong tin nay sau khi thu thap sé duoc xt ly
va viét thanh mot ban bao cdo danh gia su kién, thuong goi 13 :”General report”.
Thong tin tir phia khach tham dy c6 thé gdm nhiing ndi dung nhu sau:

- Do nhan biét vé thuong hiéu

- Cam nhan vé su kién

- Kién thirc vé san pham cé duoc

- Tinh cam cta khach tham dy danh cho thuong hiéu
Théng tin tir phia chuyén gia tham dy chuong trinh: nhan xét vé cach t6 chirc chuong trinh,
cam nhan vé su kién va nhiing déng goép cho chuong trinh.
6. Mirc do lan téa cua sw kién :
Mirc d6 lan toa cia sy kién c6 thé do bang cac phuong tién truyén thong nhu s6 luong bai
bao, s6 luong tin duoc dua trén truyén hinh va du luan vé sy kién d6. Mot su kién doc dao
thudng gay su chd y rat nhidu véi gidi bao chi. Chinh vi thé ma ngoai cac bai bao PR da duoc
sap dat trudc, thi nhitng bai bao tim hiéu thém vé sy kién doi khi s& 1a yéu té kich thich 1am
cho du luan ngay cang quan tam dén sy kién. Xét vé mit 1y twang thi viéc thu hat gisi truyén
thong dua tin cho sy kién cia minh mot cach tw nguyén va lién tuc Ia tt nhat. Tuy nhién
chiing ta ciling can chi y kiém soat thong tin trong giai doan nay, tranh khung hoang vé thong
tin.Bén canh s6 lugng cac bai bao, s6 lugng tin dua trén truyen hinh, nguoi danh gia sy kién
can quan tdm dén chit lwong cua nhiing thong tin truyén thong nay. Pay cé thé 1a nhiing
nguyén lidu t6t nhat hd tro cho viéc xay dung thuong hiéu hiéu qua. Van dé ¢ day 1a nguoi
lam thuong hiéu can chon loc nhiing thong tin d6 mét cach hop 1y.
7. Nhan thirc ciia khach hang vé thwong hiéu va doanh sé ban :
Hai tiéu chi nay s& duoc danh gia dua trén 3 méc thoi gian chii sau:

- Trudc khi su kién t6 chuc

- Trong khi su kién dién ra

- Sau khi két thac su kién
Thong thudng dé c6 duoc ban bdo céo nay can phai tién hanh nghién ciru ngudi tiéu dung va
théng ké doanh sé ban hang rdi so séanh dir kién & cac méc thoi diém. Nhan thic cua ngudi
tiéu dung vé thuong hiéu 1a rat quan trong. Thong thuong thi mot thuong hiéu khi nam trong
nhom TOM-Top of Mind thi khach hang sé c6 kha nang mua hang cua thuong hiéu do la cao
nhat. Chinh vi thé ma cd su chénh léch khong dang ké giira ty 16 TOM va Market share. Va
viéc tao ra mot sy kién hiéu qua bén canh nhitng bai PR nham gido duc nhan thic cua ngudi
tiéu dung 1a mot cong cu rat hiéu qua cho ngudi 1am thuong hiéu.
Nhitng théng sé vé nhan thiic cua thwong hiéu va doanh s ban sau khi thuc hién su kién
thudong duoc quy dinh rd trong ban ké hoach thyc hién chuong trinh. Néu sy kién co tac dong
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manh dén nguoi tiéu dang thi loi nhuan thu dwgc c6 thé dong dem biang muc tang doanh s0,
thi phan va nhan thirc cua ngudi tiéu dung. Pay 1a mot trong yéu t6 tién quyét dé noi Ién tinh
hiéu qua cua su kién.
8. Panh gia qua trinh thuc hién sw kién:
Theo théng tin ma nhdm nghién ctu thu thap duoc thi viéc danh gia qua trinh thuc hién su
Kién cling dugc chia ra thanh nhiéu hang muc nho. Mdi hang muc nay duoc danh gia trén ba
tiéu chi sau :

- Thei gian thuc hién theo ké hoach

- Muc do phéi hop vai cac bo phan khéc

- CAéc sai sot xut hién trong qua trinh thyc hién
Tung hang muc nay s& duoc cho diém tir 1 dén 5. Sau d6, ngudi danh gia sy kién sé rut ra
danh gia chung vé ca hai mat dinh tinh va dinh luong. Sau khi hoan tat budc nay thi két qua
cua su kién s& rd rang va cd thé do dém bang tién mot phan. Nhdm nghién ctru xin dinh kém
bang danh gia sy kién vao phan Phu luc dé thay tién theo ddi.

Phu luc
Tai liéu tham khao:
1. Tai liéu
- Slide bai giang caa Thay Dinh Tién Minh.
- PR kién thirc co ban (TS. Pinh Thi Thay Hang)
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2. Website
www.f-event.com
Www. Saga.vn
www.tailieu.vn
www.viethammarcom.edu.vn
http://nvmedia.net

3. Phong van
- Anh Nguyén Hop Ki (PR & HR Manager cua cong ty Mercedes Benz)
- Anh Thai (cbng ty SGI)
- Anh Pham Ngoc Khon (Head of Consulting & Client Service -Cong ty nghién ciru &
tu van MiR)

24


http://www.f-event.com/
http://www.tailieu.vn/
http://www.vietnammarcom.edu.vn/
http://nvmedia.net/

