
VIP Event Management
This playbook outlines the necessary steps for

managing VIP guests, speakers, and stakeholders at

corporate events. It includes protocols for ensuring

these individuals receive appropriate attention and

service to make their experience exceptional.

Step 1: Pre-Event Planning 

Strategize a detailed plan for managing VIP guests, including

transportation, accommodation, and personalized itineraries. Secure

luxury services and ensure all team members are briefed on VIP

protocols.

Step 2: VIP Arrival 

Coordinate VIP arrivals, ensuring they are greeted personally. Use

discrete communication methods to inform team of VIPs' presence

and escort them to their intended destination within the event.

Step 3: Personalized Attention 

Assign dedicated staff to cater to VIP needs throughout the event.

Staff should be well-versed in the event's layout, schedule, and VIP

preferences to address any requests efficiently.

Step 4: Exclusive Amenities 

Provide VIP-only amenities such as reserved seating, exclusive

networking opportunities, and private lounges. Ensure these spaces

are well-maintained and staffed.



Step 5: Continuous Communication 

Maintain open lines of communication with VIPs using their preferred

contact methods to inform them of any updates or changes to the

event itinerary.

Step 6: Feedback Collection 

Seek feedback from VIP guests after the event to assess the success

of VIP management strategies and identify areas for improvement.

General Notes

Team Briefing 

Ensure all team members managing the event are aware of the VIPs,

their preferences, and any specific instructions related to their

management.

Contingency Plans 

Develop contingency plans to address potential issues that may arise

with VIP management, including last-minute cancellations or changes

in the event schedule.
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