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The Ultimate Guide to Successful Meetings,
Corporate Events, Fundraising Galas, Conferences,
Conventions, Incentives and Other Events
Second Edition

(ISBN: 978-0-470-15574-5)

“Allen is a good teacher. Wise planners will add Event Planning to
their personal reference library as a useful working guide.”
— Meeting Professional Magazine

“A blueprint for executing events for 50 or 2,000, with budgets of a
few thousand dollars to hundreds of thousands.”
— Success Magazine

“Event Planning will save beginning event planners from plenty of
heartbreak and headaches.”
— Lisa Hurley, Editor, Special Events Magazine

“Event Planning gives readers a blueprint for planning and executing
special events with flair. Consider the book as preventative mainte-
nance.”

— Sales Promotion Magazine

“A guide to well planned events. Event Planning is a must for any PR
maven.”
— MarReting Magazine

“This book will be a help to all event planners, from rank beginners to
seasoned professionals. It provides excellent guidelines as well as
helpful details.”
— Katherine Kossuth, Director of Operations and Special
Events, Canadian Film Center



MORE PRAISE

THE BUSINESS OF EVENT PLANNING

Behind-the-Scenes Secrets
of Successful Special Events
(ISBN: 978-0-470-83188-5)

“The Business of Event Planning is a must-read for those in the event
planning business. Strategic in thought and design and user-friendly in
presentation, it literally tells you the paths to follow and the pitfalls to
avoid. Well told, with examples to follow and stories to relate to, it’'s
the ‘how-to’ that’s a ‘must-do’ for the meetings, incentive, and event
planning industry.”
— Pegqy Whitman, President, Society of Incentive & Travel
Executives; and Western Regional Sales Director,
Marriott Incentive Awards

“Written for anyone who has to prepare dynamite meetings and
special events, The Business of Event Planning is your bible and a
must-have desktop reference. Thanks, Judy Allen! You saved the day!”
— Susan Fenner Ph.D., Manager, Education and
Professional Development, International Association
of Administrative Professionals (IAAP)

“Guidance for new planners, reminders for experienced ones, and
useful tips for everyone. This book has it alll It’s the key that unlocks
the mystery behind event planning, and should be mandatory reading
for planners everywhere.”
— Leslie McNabb, Senior Manager Event Planning.,
Scotia Capital
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. and all the other readers who have contacted me with questions,
comments and information they would like to see in a future book, or
have taken the time to post reviews online to help others. I value your
thoughts and suggestions a great deal.

This book is also dedicated to my parents—Walter (Bennie) and
Ruth—who have lived their lives both personally and in business with the
highest standards of ethics and integrity, and to others who have crossed
my path and shown me what a difference choosing to live a life with ethics
can make to you, those closest to you, the people you do business with
and others you may not know but who experience the ripple effect in their
lives from the choices you have made. What we do and how we conduct
ourselves out in the world matters. If we get to a place in our lives where
we must justify our actions or the actions of others to ourselves, take time
to listen to what you are saying and what is being said. Justification is often
a quiet warning sign that the road you are heading down in life may be the
road best not taken. The best business advice I have received—that can be
applied to life in general—is to always put your cards on the table and
be prepared to walk away from anything that does not feel morally or
ethically right.
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