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What is involved when planning large scale 
events?

What are the different hats people need to 
wear?

What do you need to consider when debating 
on hiring an outside expert? 

How do you stand out and grab the attention 
of potential sponsors?

What do you need to do to prepare?

Overview



What is 
involved 
when 
planning 
large scale 
events?

Event Basics
• Day, time, location, target market

Eclipse Basics
• Viewing spot, eye protection, transportation

Surrounding Events
• Standing out while partnering together

Used to indoor events? Consider...
• Parking, permits, rentals, weather

Secrets to Success
• Pick a name and get it out there!
• Engage, educate, share your passion



ROLE RESPONSIBILITIES

Administrative Budget, Permits, Insurance, Grants

Entertainment Speakers, Live Music, Production + Staging

Food and Beverage Vendors, Ice, Liquor License

Health, Safety, Transportation Emergency Services, Security, Shuttles, Parking, Accessibility

Marketing Website, Social Media, PR, Photography, Signage

What are the different hats people need to wear?



ROLE RESPONSIBILITIES

Merchandise Volunteer Shirts, Poster Art, Gift Store

Partnerships Sponsor / Media Relations + Fulfillment

Site Management Rentals, Vendor Placement, Fencing, Electric, Sanitation

Ticketing Pricing, Pre-Sale vs. Onsite

Volunteer Management Recruitment, Scheduling

What are the different hats people need to wear?



What do you 
need to 
consider 
when 
debating on 
hiring an 
outside 
expert? 

“Teamwork makes the dream work”

Talk to your internal events team
• Communicate the workload
• Look at upcoming project needs
• Review deadlines

Ask yourself these questions:
• How much does our team already have on 

their plate?
• How much more can they do?
• What area of events does our team have 

experience on?



How do you 
stand out 
and grab the 
attention of 
potential 
sponsors?

Determine what makes you stand out.

Develop an engaging sponsorship packet.

Meet with your advancement team.

Reach out to potential leads and get them excited!

Listen to what the potential sponsor says and 
customize their sponsorship from there.





What do you 
need to do to 

prepare?
www.galloeventagency.com/eclipse



Thank you!
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