
EVENT PLANNER



“The European Commission support for 
the production of this publication does not 
constitute an endorsement of the contents 
which reflects the views only of the authors, and 
the Commission cannot be held responsi ble for 
any use which may be made of the information 
contained therein”.



1. Introduction .................................................................................................................................................................................................................................. 5
1.1 Setting the scene.......................................................................................................................................................................................................................... 6
2. Organisation & Implementation ................................................................................................................................................................................................ 7
2.1 Objective & Expected Results .................................................................................................................................................................................................... 8
2.2 Phases ............................................................................................................................................................................................................................................ 9
2.3 Event Team .................................................................................................................................................................................................................................. 10
2.4 Risks and Risk Reduction ........................................................................................................................................................................................................... 11
2.5 Digitalisation - International Dimension ................................................................................................................................................................................. 12
3. Communications ......................................................................................................................................................................................................................... 14
4. Actions and Timeline ................................................................................................................................................................................................................. 16

TABLE OF CONTENTS



1. INTRODUCTION



5

1. Introduction

This event planner is developed as part of National Fitness Day for 
Europe project, an EU funded action under the Erasmus+ programme. 
The main objective of the project is the promotion of physical activity 
and the European Week of Sport through organising a national fitness 
day campaign in all project partner countries. 

An essential part of running a national fitness day campaign is 
reaching out to local, national and even international partners. 
A useful tool in bringing together many different stakeholders is 
organising a dedicated National Stakeholder Seminar. This planner 
contains practical information on how to organise such an event and 
how to leverage the results of the event to successfully implement 
your national fitness day campaign. 

The planner is best read in conjunction with the National Fitness 
Day for Europe Campaign guide and communication plan who 
will give you all the necessary information and guidance to run 
your own campaign. 
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First, let’s have a look at what the European Week of Sport is and were the National Fitness Day campaign comes from. 

The European Week of Sport
The European Week of Sport campaign was launched in 2015 and has been growing exponentially over the past years both in terms of event and 
participants. The National Fitness Day campaign always happens during the European Week of Sport and has the potential to become a key pillar 
of the Week in every European country. A successful European Week of Sport will help the National Fitness Day campaign grow and vice-versa.

You can find more information on the European Week of Sport at: 
https://ec.europa.eu/sport/week_en

National Fitness Day
National Fitness Day falls within the European Week of Sport, a pan-European campaign driven by the European Commission to promote sport 
and physical activity across the continent, encouraging nations and individuals to be more physically active. Sport and physical activity contribute 
substantially to the health and wellbeing of European citizens, however the level of physical activity in Europe is currently stagnating and even 
declining in some countries. The European Week of Sport is a joint response to this challenge as well as a call for action.

The National Stakeholder Seminar
How does the National Stakeholder Seminar fit in this broader picture? The Seminar is a key element in building a successful National Fitness Day 
campaign, which in turn is a key element of a successful European Week of Sport. The Seminar is an opportunity to bring important stakeholders 
together in one room and to explain what the campaign tries to achieve and how people can get involved. Therefore, it is vital that you involve 
the right people and organisations and you have everything ready to sign-up organisations and partners for your campaign. In short, The Seminar 
is your opportunity to raise your campaign to another, higher level.

https://ec.europa.eu/sport/week_en
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2.1 Objective & Expected Results

As with every with every event that your organisation runs, it is 
important to tackle it in a structured way and to have a clear plan of 
who, what, when and why.

Let’s start with the why. What are the results we are trying to achieve 
with National Stakeholder Seminar. The Seminar can be deemed 
successful when:

 � The delegates understand the concept of National 
Fitness Day and the European Week of Sport.

 � The delegates express a clear interest or commitment 
to be involved or support the campaign.

 � New organisations are introduced to your 
organisations network and the overall network of 
physical activity and fitness is reinforced.

 
It could be very valuable to put quantifiable targets on the number 
of delegates and/or organisations you want to attend the event and 
that you want to sign up to the campaign during the event. However, 
these figures and the way you want to grow the event will of course 
depend on the nature of your organisation and the national context.
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2.2 Phases

Organising the National Stakeholder Seminar involves the following 
phases:

1. Preparation stage 1 – choosing an initial 
moment of the year and a location.

2. Preparations stage 2 – proposing a schedule with topics/ideas.
3. Development phase 1 – first communication about the event.
4. Development phase 2 – choosing a venue 

and preparing a cost schedule.
5. Development phase 3 – registration opens, marketing starts
6. Implementation – the event takes place.
7. Evaluation – a written internal evaluation and a financial 

overview. This could result in a change in this event 
planner or the set-up of the actual event itself.

 
As this is a sport multiplier event and included in the project activities, 
it is free to delegates, but registration is required. Keeping costs low 
is vital.
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2.3 Event Team

NAME FUNCTION ROLE IN EVENT/PROCESS

Event Manager

Communication officer

IT-support

One of the initial tasks is to put together an event team. Who exactly will be involved in the organisation of the event will of course depend on 
the size and structure of your organisation. However, it is important to specify the roles responsibilities of the people involved early on.
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2.4 Risks and Risk Reduction

Some examples:

� P: Very few attendees registered // S: personalised emails 
and phone calls to convince stakeholders to join.

� P: Unavailability of staff members when expertise 
is needed // S: Be clear of expectations at the 
start, good internal communication.

� P: Delegates are not from a wide range of the sector // 
S: Targeted and event marketing and communication, 
i.e. invitations in different languages

(P = problem, S = Solution)
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2.5 Digitalisation - International Dimension

International speakers that would not be able to attend physically 
in the seminar, can be included in the programme and have their 
contributions via pre-recordings, live online sessions and calls. This 
means that the organisation should be well prepared with the tools 
to host these interventions and have a flow in the programme of 
the event.



3. COMMUNICATIONS
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The groups to communicate the stakeholder event, from the contacts of the organisation, are the following:

1. Contact list
2. Speakers list
3. Delegate list
4. Media contacts
5. Wider stakeholders who need to see partner’s organisation success
6. Other grassroots sport organisation to help develop National Fitness days and the EWoS activities

The core message will contain the following elements and will be brought in various ways:

� The organisation brings together national stakeholders (organisations, operators, gym owners, fitness 
professionals etc.) to promote National Fitness for Europe and the European week of Sport.

� The organisation is proud to bring together all these national stakeholders and to grow and reinforce the European fitness network.
� Establish and continue this event and keep growing the fitness sector in your local context and Europe.

The participants of the seminar will be encouraged to promote the event as well, using #BEACTIVE and messages prepared by the 
communication officer.

The following communication channels will be used:

� Twitter
� Facebook / Instagram
� Press releases
� Mailings
� Blog post

The concrete communications actions are incorporated in the timeline below.



4. ACTIONS 
AND TIMELINE
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4. Actions and Timeline

START DATE ACTION ACTION BY END DATE

Develop contact lists for 
the different groups

Comms/event manager/ 
supervisor

Create banner Event manager/comms

Communicate title and 
general event information 

through Partner organisation 
communication channels (social 

media, newsletter, etc.)

Communications Officers

Confirm full programme Director of programmes

Design first edition of 
programme or content leaflet Graphic Designer

Confirm general event with 
local contacts, check if all is OK CEO

Send programmes and 
speakers to the delegates 

and press contacts

Event planner 
Comm. Officer 

(Mailings)

Upload programme onto Partner 
organisation’s event webpage Systems Manager
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4. Actions and Timeline

START DATE ACTION ACTION BY END DATE

Design name badges + get 
quote on costs for printing

Event Manager

Send out special information 
email to speakers

Event

Confirm programme with 
venue / catering services

Event Manager

(Re)Confirm with team, 
speakers and special guests

Event Manager

Send out final list of 
delegates for name badges

Event Manager

Keep track of registered 
delegates after name badge 

print – for making them manually
Event Manager

Arrange live social media 
coverage of the event, 

engage, retweet

Event Manager 
Comm. Officer



18

4. Actions and Timeline

START DATE ACTION ACTION BY END DATE

Send thank you’s to staff, 
speakers and special guests 

and evaluation form
Event Manager

Send ‘after care’ email to 
delegates, link to photos 

and presentations.

Event Manager 
Comm. Officer 

(Mailings)

Thank location/venue 
for cooperation

Event Manager

Make sure all finances 
have been taken care of / 
invoices have been paid

Finance 
Event Manager

Send a report on the 
event, including numbers/ 

stats, financial overview 
and considerations for 

Director of programmes 
to present to the board

Event Manager
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