Event Project Concept Proposal

1. Project Title
e A short, engaging title for the event (e.g., "Sustainability Summit 2025").
2. Executive Summary

e Overview of the event, its purpose, and key highlights.
e Mention the theme, type of event (conference, festival, fundraiser), and expected

impact.
3. Background and Context

e Why is the event necessary?
e Outline the inspiration, history, or background (if it's a recurring event).

e Provide relevant industry or community context.
4. Objectives

e Define the main goals of the event (e.g., raise awareness, celebrate an occasion,
educate attendees).

e Include specific and measurable objectives.
5. Scope of the Event

e Define the event type, scale, duration, and format (in-person, hybrid, virtual).

e Mention anticipated audience size and target demographics.
6. Key Features

e Outline the event’s unique elements (e.g., guest speakers, entertainment,

workshops, activities).
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7. Budget and Resources

e Provide a high-level budget and list required resources (venue, technology, staff,
vendors).

e Mention potential sponsors or partners.
8. Risk and Contingency Plan

e Identify risks (e.g., weather, attendance issues) and outline backup strategies.
9. Monitoring and Evaluation

e Explain how success will be measured (e.g., attendance numbers, feedback,

media coverage).
10. Conclusion

e Recap the event's importance and propose the next steps.
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