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request « fix event date/location & form of the
event, e.g., F2F or Hybrid-model
- create first schedule draft & request
3 months speaker
prior to -
o - request & fix speakers and sponsors
« last discrepancies: location & speaker
« registration and marketing start
2 months - activate target group to register
[T « update stakeholder & speaker
(R « create work plan for event day
) « final briefing of event team
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Project Plan Future of Aviation Seminar -

April 2022

Every group needs to give estimated costs or offers to the finance group and they need to present them to Mari Austin to get them approved

Every group needs to communicate with other groups if decisions are important for them as well!

Project team: ABBA21

Deadline _|Person

areas of responsibilities Status Info's / News
| Decisions to make
form event teams done
What kind of event? Speakers? Panel Discussion? done
Budget ask Yucel
Plan is to do a f2f event - keeping online/hybrid
already in mind due to uncertain Covid Situation -
form Covid Team to be up to date with registrations? |f2f event
Registration
Highschool students from Jemina - Vasky & Askola we will invite them. Jemina was informed about
High school 22.02.22 the decision
decide which platform to use and create it (E.g.,
Think about Registration platform 06.03.22 Webpropol)
ask Location group, how many people are
Figure out max. of event participants 06.03.22 allowed to come. Max. capacity lobby
decide which platform to use and create it (E.g.,
Create Registration Platform 10.03.22 Webpropol)
Registration Start: Publish Link on Social Media & then
Website 14.03.22 Registration stand:
Emails are important to let them know that they
have a reserved seat at the event. Email could
include time schedule and speaker (ask from
Send out confirmation Emails for Participants 20/04/22 Program)
close registration form tba IF MAX CAPACITY IS REACHED!
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Visitors VIP/Speakers High Sch. Volunteers Whole space
Min 10 50 15 200
Max 20 70 20
Item Price
Coffee 2 €|20-40€ 100 - 140€ {30 - 40€ 400 €
Tee 1.50 €[15 - 30€ 75 -105€ |22,5-30€ 300 €
Lunch 7,9€/2,70€ |79 - 158€ None 40,5 - 54€ None
Fruits 3 €|30-60€ None 45 - 60€ None
Soda 2.50 €]25 - 50€ None 32,5-50€ None
Sweet bun| 2 €20 -40€ None None None
Cake ? (50€) 50 €|None None None
Totals 239 -428€ 175 - 245€(170,5 - 234€ 700 €
Minimum total Maximum total
584.50 € 907 €
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Departmenl{ﬂ Costs |E Description fﬂ
catering: m___‘ All the food items and some of the cutlery
Speakers: 250 € Guest fees
decorations 200 € Flowers, gift bags, decorations for the lobby area, photo wall
total estimate 1,357 € 4
Budget needed 1,400 €
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= catering:
= Speakers:

= decorations

250€

Diagrammtitel

200€
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3. How would you rate the organization process of your own group?

Number of respondents: 15

unorganized

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
m1 w2 m3 m4m5
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2. Please rate the different services/program points organized during the event. (1 - did not like; 5 - really liked).

Please just rate the points you have experienced!

Number of respondents: 39

Guided Campus Tour

Choice of Speakers & Topics

Panel Discussion

Final Kahoot Quiz

Catering (Lunch, Coffee & Snacks)

Exhibition room with Prototypes

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
H1 N2 H3 H4 E5
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Overall costs:
Category: Amount:
Catering: 835,50 €
Program: 150€
decorations and gift: 72¢
Total: 1057,50€
Catering costs:
Category: Amount:
Lunch guests: 39,50 €
Coffee and tea 190 €
Lunch students 40,50 €
Lunch teachers 5,50€
Cake 160 €
*After party: 400,00 €
Total: 835,50 €

*After party costs only if acceptable to commissioner
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Program costs:

Category: Amount:

Gift chocolate: 22,50€

Brunberg blend coffee: 49,50 €

Guest fee: 150 €

Total: 22¢
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= Program:
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Project Plan Future of Aviation Seminar -
April 2022

%

Every group needs to give estimated costs or offers to the finance group and they need to present them to Mari Austin to get them approved

Every group needs to communicate with other groups if decisions are important for them as well!

Project team: ABBA21

progres

-

areas of responsit

|Responsible
Deadline _|Person

General Decisions to make

info's / News

form event teams done
What kind of event? Speakers? Panel Discussion? done
Budget ask Yucel

Plan is to do a f2f event - keeping online/hybrid
already in mind due to uncertain Covid Situation -
form Covid Team to be up to date with registrations? _[f2f event

Registration
Highschool students from Jemina - Vésky & Askola we will invite them. Jemina was informed about
High school 22.02.22 the decision
decide which platform to use and create it (Eg.,
Think about Registration platform 06.03.22 Webpropol)
ask Location group, how many people are
Figure out max. of event participants 06.03.22 allowed to come. Max. capacity lobby
decide which platform to use and create it (Eg.,
Create Registration Platform 10.03.22 Webpropol)
Registration Start: Publish Link on Social Media & then
Website 14.03.22 Registration stand:
Emails are important to let them know that they
have a reserved seat at the event. Email could
include time schedule and speaker (ask from
Send out confirmation Emails for Participants 20/04/22 Program)
close registration form tba IF MAX CAPACITY IS REACHED!
|Program / Key Note Speaker / Host
First Brainstorming about Schedule / Speaker ideas 17.02.22
Send requests to speaker 04.03.22 |Cornel/Nikita
Fix speaker including speech time & topic 18.03.22 |Cornel/Nikita
Fix day schedule & publish to whole class 18.03.22
Info email: When is there speech slot, time
schedule whole day, when arriving at Porvoo
Send info email to speaker 06.04.22 Campus.
Receive PowerPoint from Speaker in beforehand 20.04.22
Ask Sointu Hdmal&inen-Silo if she could
organize them and how many we need. She
Prepare speaker gifts 20.04.22 can suggest you ideas.
Let sponsor group know if you do it and if you
Kahoot game with prizes 20.04.22 need prizes to sponsor
Haaga-Helia UAS wants to organize a Thesis
Thesis Award 20.04.22 award. Please ask Mari Austin about it.
HR
creating staff plan for the event date 06.04.22 made by HR course Jemina
Creating internal communication plan 06.04.22. made by HR course Jemina

#0



After party? 30.03.22 |Artemi Dinner after event - Yucel
Get approval from Yucel for necessary costs if
needed 15.04.22
Location/Technic
book location in system - Campus lobby 28.02.22 |Robin |please book needed rooms for 26. - 27. April
tell Registration group how many
Figure out max. Capacity of Lobby 28.02.22 |Robin participants can registrate for the event
We need their help on 26. & 27. April for
Inform Technic guys about event 06.03.22 |Petri technic, Rénnbacka Dan, Marko Friman
Fill out event registration form from HH 13.03.22 |Petri
1x Staff room, 1x VIP room, Lunch Room?
Exhibition Rooms? Please add the room
Book other necessary rooms 15.03.22 |Robin number/name in here
create technical equipment plan (advise from
Technic guys possible) 31.03.22 |Tomi What is needed and how often?
Send Technical i 1t plan to Technic guys 10.04.22 [Tomi
Just if needed in your opinion. Special seats
floor plan / seating plan 10.04.22 |Petri for VIP's?
Find Ideas for Decoration from school
decoration 20.04.22 |Mei +Basti |inventory or buy if needed
Create VIP -Seating papers 20.04.22 |Petri
Set up Location: Technic Check, Seating, Prepare
Lunch Rooms, Decoration, Briefing whole course (by
Bastiane and each team) 26.04.22 |all
Event Day: settle time to meet at Campus. Prepare
smaller preparations 27.0422 |all
Catering
Request Lunch possibilities from Safkis / Coffee Asked boss of Safkiss about offer. We need
table with sweets 13.03.22 |Petri |prices to calculate.
Fix Lunch menu 31.03.22 |Saftkis
At Restaurant or specific room? Ask
Decide for Lunch Room 31.03.22 _|Robin restaurant about their opinion.
Program At the latest as possible would be great. But
people / the exact date needs to be fixed with the
Marketing restaurant by you. Ask registration team for
State amount of participants to restaurant 20.04.22 |people |participants number.
as decoration for tables. Can they be printed
Create menu cards 20/04/22 |Petri by school?
Program
people /
Marketing
Update amount of participants to restaurant 22.04.22 |people
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