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e-mail: charmaineusa@gmail.com www. linkedin.com/in/charmainewilkerson 

BIOGRAPHY OF CHARMAINE WILKERSON 

Charmaine Wilkerson, the daughter of the “mother-daughter” duo of and here’s lilly Events, Marketing &
Design, has had an incredible career.  Her first major event was managing the historical Opening of the Reagan 
Library where all five living Presidents at the time were united with their First Ladies.  Charmaine has also 
serviced world leaders such as Margaret Thatcher, Mikhail Gorbachev, and Prince Andrew. 

Charmaine joined her mother, Liliana Wilkerson, founder of and here’s lilly to add the necessary ‘ingredients’
to form their event management company that took over LA by storm. 

Logistics and complete event planning are Charmaine’s forte.  Designing menus of the finest cuisines with 
gold-medal culinary award winning executive chefs is not only what this dynamic duo offer.  With Charmaine’s 
planning expertise they offer the complete package in event management that creates an everlasting 
reflection of good taste on the client’s guests, bosses, and colleagues.  Her meticulous skill for logistics makes 
running an event streamlined, noted by former CEO of Hewlett Packard Enterprise, Meg Whitman. 

Charmaine was contracted by CSU, Dominguez Hills in Carson, CA to bring their signature fundraising event, 
The Presidential Scholarship & Awards Dinner, to new levels.  She also spearheaded their Certificate Program 
in Meeting & Event Planning through Extended Education.  She is currently an Event Management Instructor 
through UCLA Extension. 

The mother-daughter team has been featured in ‘Business Trends’, a publication of the LA Chamber, The 
Downtown News, The Los Angeles Times, Good Housekeeping magazine, the Simi Valley Star News, and the 
Simi Valley Daily News. 

Charmaine ran the executive dining services & events for the entire operation of Hewlett Packard Enterprise, 
Executive Briefing Center in Palo Alto, CA.   10,000 guests served annually with a P&L operation of over $1M in 
sales. She currently manages the campus experience at Visa University as well as logistics for worldwide 
learning activities for Visa, Inc. 

MAJOR EVENTS MANAGED: 
Oscar’s Governor’s Ball 
Emmy’s Governor’s Ball 
Inaugural of President George W. Bush 
Democratic National Convention in LA 
Opening of Reagan Library 
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CRN	   Dept	  MEX902	  Sec	  01	  	  	  	  	  www.MsWilkerson.com	  

Special	  Event	  Management	  

Course	  Syllabus	  

Instructor:	  Charmaine	  Wilkerson

Course	  Objectives	  
This	  course	  will	  provide	  you	  with	  tools	  to	  improve	  the	  effectiveness	  of	  your	  special	  events.	  Develop	  your	  skills	  as	  an	  Event	  Manager	  
as	  you	  identify	  the	  potential	  challenges	  to	  a	  successful	  event	  and	  select	  appropriate	  solutions.	  You	  will	  be	  provided	  with	  essential	  
information	  for	  success	  for	  developing	  profitable	  planning	  strategies,	  identifying	  event	  goals	  and	  objectives,	  working	  with	  planning	  
committees,	  and	  managing	  volunteers.	  You	  will	  learn	  to	  improve	  service	  quality	  while	  maintaining	  budgets,	  and	  how	  to	  market	  your	  
event.	  	  

Class	  Meetings	  
We	  will	  have	  1	  class	  meeting	  on	  a	  Saturday.	  The	  class	  meets	  from	  09:00	  AM	  to	  4:00	  PM,	  in	  the	  EE	  Building.	  

Course	  Outcome	  
By	  the	  end	  of	  this	  course,	  you	  will	  be	  able	  to	  identify:	  

 What	  is	  Event	  Leadership	  and	  what	  it	  takes	  to	  be	  an	  Event	  Leader

 Event	  Management	  Specialties	  and	  which	  ones	  are	  suited	  for	  you	  as	  a	  career	  
choice

 Stages	  of	  Event	  Management

o Research

o Design

o Planning

o Coordinating

o Evaluation

 Behind-the-Scenes	  scenarios	  to	  avoid

 True-to-life	  stories	  to	  learn	  from

 Final	  Project	  at	  end	  of	  class:	  	  Plan	  an	  event	  in	  groups	  and	  include	  your	  WOW!

 Much	  more!

Grades	  
You	  will	  be	  given	  a	  Credit	  or	  No	  Credit	  grade	  at	  the	  end	  of	  the	  class.	  	  If	  you	  attend	  100%	  of	  the	  class	  AND	  participate	  you	  will	  receive	  
credit.	  

Certificates	  
Certificates	  will	  be	  given	  to	  those	  students	  who	  attend	  at	  least	  100%	  of	  all	  classes.	  

Contact	  Information	  
You	  can	  send	  me	  email	  at	  ahlilly@me.com	  
Our	  Class	  Website:	  www.MsWilkerson.com	  

California	  State	  University,	  Dominguez	  Hills	  
College	  of	  Extended	  &	  International	  Education	  

Meeting	  and	  Event	  Planning	  Certificate	  Program	  
www.csudh.edu/ee	  
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DEFINITIONS

A unique moment in time of public 
assembly celebrated with ceremony and 
ritual to satisfy specific needs

Event Leadership / Event Management

The profession requiring Management of a 
Special Event for the purpose of
celebration, education, marketing, or reunion

Special Event

2

Event Leader / 
Event Manager
An individual in the profession 

of Event Leadership/
Management who is at the 

helm of a Special Event  

DEFINITIONS
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5 CRITICAL 
STAGES OF 

SUCCESSFUL 
EVENT 

MANAGEMENT

RESEARCH DESIGN PLANNING

COORDINATING EVALUATION

4

RESEARCH

Why

Who

When

Where

5

RESEARCH

“Why” should you 
produce this event 
to begin with

6
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GOAL

Great branding opportunity

Increase revenue

Attendee enjoyment

Training

7

INDUSTRY 
TERMS FOR 

EVENT 
STRATEGIC 
PLANNING

SMART Goals KPI

NPS ROI

8

SMART GOAL

SPECIFIC

MEASURABLE

ATTAINABLE

REALISTIC

TIME-
BASED

9
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KPI
KEY PERFORMANCE INDICATOR

SOCIAL MEDIA 
ENGAGEMENT

REVENUE ATTENDEE 
SATISFACTION

COST PER 
CUSTOMER 

ACQUISITION

NET PROMOTER 
SCORE (NPS)

It’s the activity that will provide measurable 
results also known as Event Metrics

10

EXAMPLES OF KPI’S ACROSS 
MEETING TYPES

Event Type Goal KPI

Internal Staff 
Training

Higher levels of customer 
satisfaction

Feedback scores from 
customers working with 
employees attending training 
vs. those that did not 
participate

Exhibition Shorter lead time to 
secure business

Comparing closing times with 
customers attending exhibit vs. 
those not attending

Corporate 
Sales Meeting

Increase of sales for 
meeting participants

Sales figures for participants 
compared to those that didn’t 
participate in the meeting

11

ROI

ROI = 
Event Revenue (value)

Event Expenses (cost)
Example
Revenue: $50K
Expenses: $35K

$50,000

$35,000
= 1.43 X 100

ROI = 143% or 1.4x

Return On Investment

12
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RESEARCH

“Who” will be 
the 

stakeholders 
Internal -
board of 
directors, 

committee 
members, 

staff

External -
Sponsors, 
guests, 
donors

13

RESEARCH

“When” will the event 
take place.  

Time of year may influence 
location. i.e. outdoors vs. 
indoors affects your event 
management time frame
Affects your own event 
management time frame

“Where” will the event be held

14

RESEARCH

“How” will your organization 
fund the event.  This will also 
determine some of the W’s.

Budget - having it determined 
is crucial to producing a 

successful event

Contract – NEVER do an 
event without one!

15
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DESIGN

BRAINSTORMING CREATIVITY THEMES

16

SUSTAINABILITY

ENVIRONMENTAL  
4 RS: 
RETHINK,REDUCE, 
RE-USE, RECYCLE 
•LA COUNTY 4 R’S

ECONOMIC
•REDUCE COST
•ENERGY EFFICIENCY

SOCIAL 
RESPONSIBILITY
•CORPORATE
•ENGAGEMENT

17

PLANNING

TIMING SPACE TEMPO MARKETING

18
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TIMING

Timing involves the  question “When” 
do you plan to hold your event.  

As the conductor, the Event 
Manager, is responsible to determine 

if the planning process is feasible 

19

SPACE

Location - Site 
inspection

Space of time 
between critical 
decisions

20

TEMPO
Time-Line

Task List

Managing 
Planning 

Committee

Tempo is the rate at which events take 
place during the planning stage

21



8

Risk Management:  The Event Premortem Approach

INTRODUCE DEBRIEF 
RESPONSES

PRIOITIZE THREATS BRAINSTORM 
MTITIGATION 
STRATEGIES

DOCUMENT & 
FOLLOW UP

22

CATEGORIES

CRISIS RISK

23

Crisis 
Categories

Naturally 
occurring

Technological

Human-
caused  

24
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Natural Occurrence

Geological

Earthquake

Volcano 

Mudslide

Meteorological

Extreme 
Temperatures

Snow/Ice

Hurricane/Tornadoes

25

Technological

Computer

Data Loss

Equipment Loss 

Computer Crash

Ancillary Equipment

A/V Failure

Internet/WiFi Failure

Telecommunications Cel phone service failure

Energy/Power/Utility

Power Outage

Water 
Shortage/Contamination

26

Human Caused

Accidental

Hazardous 
Material Spill

Explosion/Fire

Transportation 
Accident

Intentional

Terrorism/Active 
Shooter

Violence

Labor Dispute

27
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RISK CATEGORIES
REASONS FOR FAILURE 
”WHAT COULD HAVE 
CAUSED THIS”

LEVEL OF CONCERN
1 = LOWEST
5 = HIGHEST

ACTION STEPS TO PREVENT 
IN THE FUTURE
“WHAT CAN I DO 
DIFFERENTLY

Speaker doesn’t show 
–flight delays

5 Agenda item moved to a 
different time/day

28

CRISIS MODEL OF REAGAN LIBRARY OPENING CEREMONY 

Potential Risk

Category
(N, H, T) *

Probability
(1 (low) to 5 

(high)

Consequences
1 (low) to 5 

(high) Total
Sound system 
malfuntion T 1 5 6

Terrorism H 4 5 9
Violence 
(assault, fight, 
shooting)

H 5 5 10

Earthquake N 1 5 6
Power outage T 1 3 4

*N = naturally occurring, H = human-caused, T = technology

29

RISK PLANNING
Mitigation - putting in 

place measures that will: 

Reduce the probability that 
the crisis, disaster, or 

emergency will occur

Reduce the consequences if 
the crisis, disaster, or 

emergency does occur

Transfer all or some of the risk to 
another party

30
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Chain of 
Command

Security People-First 
Focus

RESPONSE PLAN

31

First Aid
Security 

HQ

Facilities
(golf carts, 
janitorial, 
grounds 

maintenance)

Hewlett 
Packard 

AHA 
Fundraiser 

Dinner

Aerial view 
of 

Emergency 
Response 

plan

32

Crisis Response Team
Standard elements of a meeting risk-management plan include a chain of command that defines the
members of the crisis response team and the responsibilities of each team member, a crisis
communication plan naming specific spokesperson(s), contingency plans for high-probability
disruptions, and a description of when and how the onsite response to disruption should be
implemented.

Title Organization Contact Info Responsibility
Event 
Manager

1st line of 
contact

Head of 
Security

Venue

Director of 
Operations

Overall 
operation

(Local 
hospital)

33
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COORDINATING

Executing the 
Task List by 

appointing leads

Overseeing Event 
Show Flow

34

EVALUATION

Stakeholders Guests/Attendees

35

EVALUATION
Quantitative
– responses 

are 
analyzed to 

provide 
numerical 

data

Qualitative
– is a 

descriptive 
response 

36
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POST 
MORTEM

A project post-mortem 
is a process for 

evaluating the success 
(or failure) of an 

event’s ability to meet 
the  goals. A typical 

post-mortem meeting 
begins with a 

restatement of the 
event’s SMART Goals.

37

BUZZ

Event 
Solutions 
Idea 
Factory

event-solutions.com

The 
Special 
Event

thespecialeventshow.com

38
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EVENT	  TASK	  LIST

Page	  1	  of	  3

Event	  Title	  &	  Date

Logistics Staff	  Assignment Contact	  info Complete	  Date
Prepare	  projected	  event	  budget	  and	  submit	  for	  approvals	  
Determine	  catering	  needs	  &	  place	  order(s)	  
Catering,	  rentals,	  lighting,	  AV	  site	  visits
Reserve	  equipment	  
Finalize	  menu	  selections	  
Finalize	  catering	  order	  numbers	  
Order	  any	  gifts	  for	  speaker	  and/or	  attendees
Check	  with	  photographer	  for	  availability	  
Secure	  volunteers	  and/or	  student	  ambassadors

Program	  &	  Speakers Staff	  Assignment Contact	  info Complete	  Date
Finalize	  speakers	  for	  event	  
Contact	  speaker	  to	  discuss	  event	  –	  equipment	  needs,	  style	  of	  lecture,	  etc.
Send	  draft	  scenario	  with	  suggested	  bullet	  points	  and	  send	  to	  VIPs	  for	  review
Contact	  VIP	  offices	  to	  work	  on	  desired	  speaking	  points
– they	  may	  request	  assistance	  with	  content
Send	  final	  scenario	  and	  guest	  list	  to	  relevant	  volunteers	  and	  staff	  
Submit	  final	  event	  scenario,	  current	  guest	  list,	  
table	  seating	  assignments	  and	  seating	  diagram	  to	  VIPs	  
Finalize	  presentation	  and	  load	  presentation	  on	  laptop/flash	  drive	  
Send	  any	  updates	  to	  relevant	  volunteers	  and	  staff	  

Printed	  Materials	  &	  Mailings Staff	  Assignment Contact	  info Complete	  Date
Determine	  #	  of	  projected	  guests,	  invite	  groups	  and	  any	  research	  requests	  that	  may	  be	  
necessary	  to	  create	  guest	  list	  
Create	  invitation	  lists	  –	  contact	  VIP	  offices	  for	  any	  additional
invitees	  they	  would	  like	  to	  include	  
Create	  invitations	  and	  send	  to	  appropriate	  staff	  for	  review	  and	  approval
Obtain	  a	  quote	  from	  printing	  company	  
**	  If	  the	  Chancellor’s	  names	  will	  be	  used	  on	  the	  invitation,	  please	  see	  the	  Special	  
Events	  	  website	  for	  requirements	  on	  printed	  materials	  

20
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EVENT	  TASK	  LIST

Page	  2	  of	  3

Finalize	  invite	  lists	  
Send	  invitations	  to	  printer	  
Stuff	  invitations,	  seal	  and	  stamp	  
Send	  out	  invitations	  
Update	  RSVP	  list	  and	  cross	  reference	  name	  spellings	  with	  invite	  list
E-‐mail	  or	  call	  those	  invitees	  who	  have	  not	  responded	  
Submit	  Guest	  list,	  final	  table	  guests	  with	  bio	  information	  and	  seating	  diagram	  to	  VIP's
Copy	  handouts	  
Finalize	  guest	  list	  and	  send	  to	  VIPs	  for	  review	  

Printed	  Materials	  &	  Mailings Staff	  Assignment Contact	  info Complete	  Date
Prepare	  packets	  
Finalize	  seating	  chart	  
Send	  reminder	  email	  to	  attendees/call	  RSVP	  list
Handle	  any	  last	  minute	  RSVPs

Day-‐of	  Logistics Staff	  Assignment Contact	  info Complete	  Date
Supplies	  &	  Materials
Reserved	  signs
Talking	  points
Guest	  List	  -‐	  Alphabetical	  by	  last	  name	  and	  another	  list	  by	  table	  #
Table	  diagram
Event	  scenario
Nametags
Programs
Staffing	  flow
Event	  supplies
Backup	  computer
Presentation	  
Foam	  trays	  for	  nametags
Gift/Favors
Event	  Flow
On-‐site	  Management	  -‐	  catering,	  AV,	  rentals,	  etc.
Registration	  &	  guest	  Relations
Program	  &	  speakers
Clean-‐up

21
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BMC	  FINAL	  EVENT	  Show	  Flow	  &	  Script	   Page	  2	  
	  

Final	  Event	  Show	  Flow	  
Time	   Action	   Screens	   Audio	   Notes	  

3:55	  -‐4:00	   Photo	  Slide	  Show	   Photo	  Slide	  Show	  
“Submitted	  
Presentations	  –	  title	  
page	  montage”	  

Music	  from	  slide	  
show	  

Need	  to	  take	  title	  pages	  and	  make	  a	  slide	  show	  
montage	  and	  music.	  	  Do	  we	  have	  this	  done	  yet?	  

4:00	   Voice	  over	  welcome	  and	  
introducing	  host	  

BMC	  Title	  Slide	   VO	  by	  Scott	  Petersen	   “Students,	  Faculty,	  Contestants,	  Entrepreneurs,	  
Sponsors,	  Mentors	  and	  Guests,	  welcome	  to	  the	  
2011	  Business	  Model	  Competition	  Finals.	  	  
Introducing	  your	  Emcee	  for	  the	  evening,	  let’s	  give	  
a	  big	  welcome	  to	  Mr.	  Keith	  McCord,	  KSL	  News	  
anchor	  and	  Reporter	  and	  emcee	  extraordinaire.”	  

4:01	   Welcome	  
Opening	  Remarks	  

“	   Keith	  McCord	  
(per	  script)	  

Wireless	  or	  podium	  microphone?	  
Includes	  recognition	  of	  workers,	  sponsors,	  etc.	  

4:05	   Nathan	  Furr	   “	   Nathan	  Furr	   	  
4:10	   Presentations	  –	   “	   	   	  
	   	   “	   Background	  music	  –	  

upbeat	  and	  energetic	  
Queue	  first	  presenter	  

4:15	   Presenter(s)	  for	  Company	  #1	  
goes	  to	  stage	  

PPT	  for	  Company	  #1	  
Textwaiter	  

	   Order	  of	  presenters:	  
	  
1)	  Textwaiter	  
2)	  Kalood	  
3)	  MealDrop	  
4)	  Gamegnat	  

4:30	   Presentation	  and	  Q&A	  ends	  
Set	  up	  next	  Company	  

“	   Background	  music	  –	  
upbeat	  and	  energetic	  

	  	  

	   Presenter(s)	  for	  Company	  #2	  
goes	  to	  stage	  

PPT	  for	  Company	  #2	  
Kalood	  

	   	  

4:45	   Presentation	  and	  Q&A	  ends	  
Set	  up	  next	  Company	  

	   Background	  music	  –	  
upbeat	  and	  energetic	  
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RESOURCES 

Career Resources 

1. indeed.com 

2. Linkedin.com 

3. hcareers.com 

4. MPI Job Bank – mpiscc.com, mpiweb.org 

5. ILEA Feature Jobs – careers.ileahub.com 

Organizations 

1. ILEA – International Live Events Association, ileahub.com 

2. NACE – National Association of Catering Executives, nace.net 

3. AFP – Association of Fundraising Professionals, nsfre.org 

Certifications 

1. CSEP – Certified Special Event Professional 
Agency – ILEA, ileahub.com 

2. CMP – Certified Meeting Professional 
Agency – CIC (Convention Industry Council), conventionindustry.org 

3. CFRE – Certified Fund Raising Executive 
Agency – CFRE International, cfre.org 
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