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Create posters and

flyers manually using
your creativity MY

grant

Planning and organizing
an event

The secret to creating the perfect low-cost art
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event lies in planning and hard work. If you are
willing to put your heart and soul into a project,
one way or another you will make it happen, and
the satisfaction and joy will pay off.

8 Free your fantasy and
creativity for decorations

10

PLAN THE
BUDGET 1

CAREFULLY Define a

plan B and

even a plan C. 7 Take advantage from

public or town spaces

““=““ Prepare typical
6 dishes to be offered
for free or for a

small fee

CUT DOWN ON
CATERING BUT

5 DON'T GIVE UP ON
REFRESHMENTS.
Food is an important
moment of sharing

Choose now

who you want 2
to address your

event to

“In our experience, what
always is important is to plan
the budget carefully. Then,
don't forget that technology
can be your higgest ally."

4

TAKE IN CONSIDERATION

When you fix 3 THE WEATHER/SEASON,
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Finding equipment and
a venue with no budget

Finding equipment and space without a budget is not that

difficult at all; financial constraints help with creative 4
thinking and organisation. How much can be done when

we look around: places, people, organisation, equipment.

Find free local activities
(search online or ask others)
1 that you can use to make
your event interesting

Ask local authorities/

NGOs/ companies about
their ability to support you
with products
and services/
equipment

Organize an unusual event that will
wake the interest of others, so that
they will want to participate and get
more involved, e.g. a music event, a DJ
set, a racetrack event, a sporting event, a
ball game, a competition, an evening of
national or regional culture, a
cabaret, organize a party
tent, etc.

Participate in other
events to see
best practices
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Events are a huge field in
which you can gain skills. With a
very limited budget, you will either
ask for help from friends or you will
learn the basics yourself,
so you can set up a simple
website or create a logo for
a project.
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You won't be able to
organise a multi-day conference
without a budget, but you
can organise smaller,
one-day or
afternoon events.

Finally, acquaintances. Get
contacts. Every event needs
people: be it a team. You will also get
in touch with people by arranging the
venue or refreshments. The
acquaintances you make at such
events are very often valuable
contacts that you can use
in the future.

Instead of buying,
you can rent equipment
(ask about using someone
else's equipment)

In 2014, together with my friend, | decided
to organize the Festival of the Ukrainian
Theater "East-West". The first edition took
place without financial contribution. The
festival has continued in the following
years and now has the support of the
Krakow City Hall, the Ministry of Culture
and many other partners.”
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How to plan an event If they want

. . much money, t
with local artists natives orlacim

If you want to plan an event for entertain- nies for sponso
ment, you should start early to look for the
right acts for the stage. Taking into conside-
ration the variety of the public you want to
reach, take enough time not only to find
them, but also to set up a mixed program
for your event. Here are some practical
hints to plan your first stage event.
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When everyone is informed about
the event and you invited all artists
for the soundcheck, don't forget to
buy some food and drinks for them
to eat and drink while they are wait-
ing for their soundcheck to happen.

gotiating, you should
a contract with the
artist.

Take the contract with you

Be clever and negotiate: For
many unknown artists it is
enough fee to play in front
of an audience.

meet the artists to plan
event. Don't forget to et
artists sign the contract:\f

haven't set up a contract bef

Depending on the country,
ask the artists to announce
their titles (in Germany:
GEMA fees).

you can help on the internet

Be aware that an event with

Do some further research on several artists will also need
the internet and see if they go several soundchecks. Plan
well with your event. the soundchecks wisely with

enough time before the event

itself starts.

After the event: Say thanks,
leave your business card and
don't forget to pay their bill.

Asks friends or the internet Send your media products
about local artists. like posters and leaflets 10 after artists or sponsors, checking the
Contact them via mail or the artists as well “and :

indiil to invite S contracts, discussing the course of
phone ;enn(;lfnamiliee? O INVITE TN events with all participants again and

again. It is very exciting to be in such
close contact with the people who will
perform later.”

“So now it's time to stay tuned. Phoning

Ask your artists about their
instruments and what equip-

ok Co-funded by the ment they need and let your
MR rasmus+ Programme technician know for the
K of the European Union soundcheck.

Statement of a
young volunteer
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Event Promotion
Event promotion encompasses all the efforts Y
made to successfully market an event. The aim of

event promotion is to widen the number of people

that are aware of the event and consequently to gl“ant
increase attendance in terms of the number of

registrations or ticket sales. Through an effective

promotion plan you can raise awareness about the
event and create a word-of-mouth chain, to get
your supporters to spread the word for you.

Create podcasts or video
snippets with interviews of
the participants, explaining
why it is important to attend
the event.

N\

Create signposts that lead
people to your event or
venue easily. They can be
made from anything, inclu-
ding cost-effective cardbo-
ard or recycled materials.
Make sure to remove them
after the event takes place.

KAl Co-funded by the
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Create an eye-catching

logo and pick a clever 02
hashtag, in order for your

event to have an identity

when you share it on

social media (e.g., Facebo-

ok, Instagram, Snapchat,

Twitter, Pinterest) or other

online communities.

Print flyers, leaflets and
posters and put them in
strategic places. Make sure
to remove them after the
event takes place.

Pick a catchy event name,
in order to attract attende-
es and pique their interest.
Use also a clever hashtag
for your event, relatively
brief, but unique, to moni-
tor engagement.

“Promoting an event can prove a
trickier issue, as event promoting
needs originality and a fresh
perspective. Try to differentiate your-
self by adopting a promotion strategy
that will stand out and will intrigue
your audience. Do not underestimate
the power of a little mystery and/or
eye-catching content”.

statement

marketing company's
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