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TIME MANAGEMENT FOR EVENT PLANNERS

“Judy presents specific ‘how to’ procedures and maps out the route to
timely success in event planning. Time Management for Event Planners
brings the concept of time management down to a practical level which
can be applied to any event or to one’s personal life.”

—Rosecita Jeffers, CEO, Island By Design Inc., St Kitts and Nevis

“Judy Allen’s expertise in creating larger-than-life events translates into a
highly readable, inspirational volume of real-world time management tips
for event planners. A must-read for event industry professionals.”

—Liz Ryan, President, WorldWIT/WorldWIT Radio, U.S.

“I am glad that we can have tools for the meeting industry. Getting things
done is the most difficult part of the business. With her new book, Judy
Allen positions planners at a managerial level and shows how to work in
an effective way to track our productive time.”

—Wanda I. Hernandez, MBA, Presedent, Caliope Events Management &
Corporate Communications; President, Meeting Professionals 

International, MPI Puerto Rico Club



PRAISE FOR OTHER BOOKS BY JUDY ALLEN

EVENT PLANNING
The Ultimate Guide to Successful Meetings, Corporate Events,
Fundraising Galas, Conferences, Conventions, Incentives and

Other Events

(ISBN: 0-471-64412-9)

“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 heart-
break 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 maintenance.”

—Sales Promotion Magazine

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

—Marketing 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



THE BUSINESS OF EVENT PLANNING
Behind-the-Scenes Secrets of Successful Special Events

(ISBN: 0-470-83188-X)

“The Business of Event Planning is a must-read for those in the event plan-
ning 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.”
—Peggy 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 desk-
top 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 all! It’s the key that unlocks the mys-
tery behind event planning, and should be mandatory reading for
planners everywhere.”

—Leslie McNabb, Senior Manager Event Planning, Scotia Capital



EVENT PLANNING ETHICS AND ETIQUETTE
A Principled Approach to the Business of Special 

Event Management

(ISBN: 0-470-83260-6)

“An excellent, timely benchmark for all those who strive to achieve the
highest standard in the event planning industry.”
—Marta Pawych, CMM, CMP, CSEP; Director Meetings, Events & Sponsor-

ships, Human Resources Professionals Association of Ontario

“This is a must-read not only for event professionals, but also for small-
business people conceiving product introductions and conference
appearances.”

—Harvard Business School, Working Knowledge

“[An] outstanding book on ethics and business etiquette in the events
industry…This is an extremely timely and much-needed book.”

—Patti J. Shock, Professor and Chair, Tourism and Convention 
Administration Department, Harrah College of Hotel Administration, 

University of Nevada, Las Vegas

“Judy Allen strikes again. The veteran event planner…writes with the
voice of experience and offers readers guidelines for establishing ethical
policies in the office and on-site at events…a good refresher, and excel-
lent reading for novices who need to know how to keep personal and
professional boundaries from being crossed.”

—Corporate Meetings & Incentives Magazine

“This book contains invaluable information for anyone who handles
events for their organization. A host of real-world stories from the field—
the good, the bad, and the ugly—serve as examples of codes of conduct
(or lack thereof) as well as cautionary tales of what can happen when
ethics and etiquette fall to the wayside. Allen thoroughly examines many
scenarios and provides practical advice that any planner would be foolish
not to heed.”

—Charity Village



MARKETING YOUR EVENT PLANNING
BUSINESS

A Creative Approach to Gaining the Competitive Edge

(ISBN: 0-470-83387-4)

“For event planners who are tired of being a well-kept secret, Marketing
Your Event Planning Business offers invaluable advice on targeting talents
and targeting clients. It’s a wonderful boost for event planners looking to
expand their client base.”

—Lisa Hurley, Editor, Special Events Magazine

“Judy Allen has crafted another meaningful book in her series on event
practices. Every business owner must immediately add this treasure chest
of useful ideas to their bookshelf.”

—Richard Aaron, CMP, CSEP, President of BiZBash Media, NYC

“In an ever-competitive marketplace, a meeting practitioner must know
the niche in which she or he wants to establish credibility. Once estab-
lished, marketing oneself and one’s services becomes an exciting
challenge. Judy Allen’s tips, provided with the insight of experience, and with
humor, allow the reader to look differently at the opportunities available.”

—Joan L. Eisenstodt, Chief Strategist, Eisenstodt Associates, LLC, 
Conference Consulting, Facilitation & Training; and 2004 Hall of 

Leaders Inductee

“Judy Allen has given us the ultimate resource guide to event planning. It’s
everything you need to know to launch successful company.”

—Ramey Warren Black, Partner, Media-Savvy
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Each event—whether it is designed to entertain, educate or enlight-
en—becomes someone’s lasting memory. It is not unheard of in
this business to have clients and/or guests still celebrating an event
that happened over 10 years ago and able to recollect the tiniest of
details because it really captivated their complete attention and
respect. Producing such results takes talent, teamwork and a com-
mitment to mastering time management so that no minute part
ever goes unchecked, no great idea is bypassed, and no personal
or professional learning or growth opportunities are missed due to
a lack of time caused through inefficiency or ineffectual use of
time.

This book is dedicated to event planning professionals around
the world who give their time, energy, expertise and creativity to
producing events that are meaningful, memorable and magical,
and who use their time wisely to become masters of their day and
of their craft.
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Event planning, hospitality and related fields, such as public rela-
tions, are industries that operate 24/7, 365 days of the year. They are
enterprises where those involved often find themselves working
down to the wire against seemingly crushing deadlines and a moun-
tain of obstacles that impede their progress, leaving no time for
personal and professional pursuits. And for many involved, there is
the extra dimension of travel to factor in, as well as learning how to
juggle working on a daily basis within a multitude of time zones. 

For smooth event implementation, planners must know how to
manage their time as well as they manage an event. This is a skill
that many individuals lack despite being proficient at planning
events. With an event, they are in control of the event elements
and timing, but in the office, in meetings and on-site, their time
and how it is being spent is seemingly often out of their control—
with precious time eaten up while catering to the demands of
others. Without the tools to better organize their workload, priori-
tize their day and take control of the demands on their time, event
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