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“Holding your own live event is the 

fastest way to gain visibility, increase sales 

and build client loyalty…” 

Blu Diamond Event Mangement Presents: 

“Event Ready Rock Star” 
 

Build a framework that gets you “event ready” 

 

6 one on one calls 
Unlimited texting / email access 

 
Topics: 

Vision & Location 
Budget & Pricing 

Program at a Glance 
Use of JV Partners / Speakers / Sponsors 

Strategy around Marketing / Sales / Offer 
 

Resources: 
Budget Guide 

Program Guide 
Tips on Hotel Negotitions 

Check Lists 

Sample Agreements for - 
 Speakers, Sponsors, Hotels, Media Release 

 
At the end of the program you will be “Event Ready” with a good foundation to 

build on for incorporating live events into your marketing strategies for 
growing your business. 

 
We look forward to supporting you and being YOUR access to expert event 

planning and management! 
 

$4,997 VALUE 
 

$2997 Limited Time Offer 
 

 

Call Linda Cain at 626-252-2834 or email: eventsbyBluDiamond@gmail.com  

http://www.eventsbybludiamond.com/
mailto:eventsbyBluDiamond@gmail.com


 

  

 

7 BIGGEST MISTAKES 

ENTREPRENEURS MAKE WHEN PLANNING LIVE EVENTS 

–  

Blu Diamond Event Management 
 

Imagine what it would be like to arrive at your live event and everything is 
in place, the stage is perfectly set, the audience is buzzing around the 

morning registration and there is magical energy in the air… 
 

But oh no… the room set up is all wrong; there are water glasses on the 
participants tables when you wanted a water station in the back of the 

room; there are field mice running around on the buffet table; your keynote 
speaker arrives with a tear in the front of his suit pant; the projector is not 

compatible with the laptop and the presentation looks like it is about to take 
off to Mars... 

 
Holding your own live event is the best way to gain credibility and position 

yourself as the expert.  Sharing your passion by turning it into a purpose 
driven presentation that will bring you profit is a great use of time, energy 

and talent.  
 

However, if your live event is not well thought out, planned for and executed 

correctly – all your expertise and passion will not provide your attendees the 
transformation in their lives and business they have come to you to obtain. 

 

Mistake 1 – Not setting the stage or vision 
 

Mistake 2 – Not selecting the right site to match the vision 
 

Mistake 3 – Not having a realistic budget 
 

Mistake 4 – Not understanding the hotel contract process 
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Mistake 5 – Not knowing the “hidden secrets” of the industry 
 

Mistake 6 – Not having a pre-event or post-event plan 
 

Mistake 7 – Not bringing in JV / Sponsorship Opportunities 

 

BONUS - Not bringing in a professional team 
 

Learn how to match your vision to the venue 
Learn how to select the right venue for your program 

Learn about additional revenue streams and how to use them 
Learn how to execute an RFP (Request for Proposal), negotiate a contract, 

         and read a BEO (Banquet Event Order) 
Learn insider secrets to hosting your own live event 

Learn how to craft your pre-event and post-event plan 
Learn how to work with professionals to maximize profits 

LET’S GET STARTED… 

Before we talk about mistakes, you might be asking yourself if having a live 

event is event worth it for your business… The answer is YES it is.  As we 
said it sets you up as an expert, give you the best opportunity to build on 

your authority and gain credibility.  You get to be with all the people you like, 
know and trust.  You get to take your passion, turn it into a purpose driven 

presentation and deliver it to make profits.  So whether you are hosting a 
small intimate workshop for 10 or producing a 1000 person live event, or 

anywhere in between - what better way to build a deeper relationship with 
your audience and generate lifelong clients?   

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

Now, let’s take a look at those mistakes so you will be READY to 

move forward creating your live event… 

HIRING BLU DIAMOND EVENT MANAGEMENT WILL ENSURE YOU ENJOY YOUR OWN 
EVENT AND MAKE LOTS OF MONEY! 

   LISA CHERNEY “The Juicy Marketing Expert” 
Linda Cain and the Blu Diamond Event Management team have been running my events for a few 
years. For several years prior to hiring her I attended events she planned, as a speaker and a 
participant. So I can honestly say that from every perspective Linda and her team are top notch! 
They understand the strategic component of “enrollment events” and the importance of the 
attendee experience as well as making guest speakers feel taken care of. And our attendees can’t 
say enough about their attention to detail. A bonus is Linda’s creative approach to solving 
problems (which always happen) and making me feel 100% supported as the host. Hiring Blu 
Diamond Event Management will ensure you enjoy your own event and make lots of money! 

 

http://www.eventsbybludiamond.com/
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MISTAKE 1 – Not Setting the Stage or Vision 

Setting your stage or vision is the driving purpose for a live event.  Whether 

you choose to hold a seminar, workshop or boot camp, your live even will 
help you define your niche market.  The vision you create will set the stage 

for marketing your event.  When creating your vision, give some thought as 
to how you want your event to look, feel and what kind of experience you 

want your attendees to have.  Write a vision statement (i.e. My event will 
have 50 attendees, be held in a resort hotel, have several speakers and 

focus on providing my attendees with the tools they need to grow their 

online presence).   
 

    

MISTAKE 2 – Not selecting the right site to match the 

vision 

 

Once you have your vision, decide on the location of your event.  Give some 
thought as to how many people will be traveling to your event, or how many 

will be from the local area.  If your vision is to hold your event in a remote 
resort location, but most of your attendees are traveling quite a distance, 

you may want to reconsider having a location closer to the airport to help 
keep multiple transportation costs at a minimum for your attendees.  Further, 

when considering your venue think about the flow of your program and how 
you want the room set up (i.e. classroom, theatre, banquet rounds, etc).  

Give thought to how attendees enter the room.  Do they enter from the back 
or side?  Be sure to have enough room for networking, back of the room 

sales area, audio/visual area, etc.  Often a location does not match the 

vision.  We encourage our clients, whenever possible, to visit the location 
and “walk the space”.  This way you get hands on personal experience of 

what your attendees will have.  If it is not possible to visit a location in 
person, then ask for photos and floor plans, both of an empty room and of 

the room set the way you envision your event.  This will help you have a 
better feel for the space.   

 

http://www.eventsbybludiamond.com/
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MISTAKE 3 – Not having a realistic budget 

 

Yes, it does take some money to hold a live event.  But you can get very 
creative and obtain sponsors, vendors, ask attendees to upgrade to VIP 

lunches, etc.  However you must determine your budget early on – at least 
have certain elements in place before you get started so you set realistic 

goals. In determining your budget, consider the duration of the event; will 
you have handouts; number of people attending; what are your fixed 

expenses (room rental, signage, marketing, audio-visual); what are your 
variable expenses (food and beverage; workbooks, name badges, etc.); will 

you have guests or staff expenses; think about unplanned expenses (extra 
hotel rooms, food, overnight shipping, internet fees).  Once you have a good 

estimate on your expenses you can figure out how much you need to charge 
for the program, how much money you need in sponsorships, etc.  

Remember it is easier to find a sponsor than to go back to attendees and 

ask them to pay more.  

LINDA IS AMAZING – HER TEAM IS FANTASTIC – THEY TOOK SO MUCH OFF OUR 
SHOULDERS – WE GET TO DO WHAT WE WANT! 

   Milana Leshinsky & Rich German, The JV Insider Circle 
Blu Diamond Event Management was an absolute find for us!  I’ve done live events for many 
years and already knew that it took a very special event planner to run a multi-speaker multi-day 
event for 300 people. There are many event planners out there, but this was a sales event and 
had many particular details that only an experienced and organized planner to pull it off. This was 
the first time my business partner and I did an event together, and I was a little worried how it 
might go. I usually get really stressed out during my events because there’s so much on my 
shoulders. Linda and her team were absolutely phenomenal! They took care of all the back-end 
during the event, so my partner and I could focus on the audience and the sales. She stayed calm 
in every situation that came up, and our first joint event went smoother than I could ever imagine. 
WE will never do another live event without Blu Diamond Event Management! 

 

http://www.eventsbybludiamond.com/
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MISTAKE 4 – Not understanding the hotel contract 

process 

 

The first thing you are going to do is ask the hotel for a “request for 
proposal” or “RFP”.  This is a document that the hotel will provide you, 

giving you all the information about your event and the related costs. The 
more information you can provide about your program to the hotel, your 

event team, sponsors and vendors will help produce a more accurate final 

proposal and will ensure the right numbers to generate a proper budget.  We 
suggest providing the three steps below: 

 
Step One 

 
 Organization Name 

 Name of the Meeting 
 Your Name, Address, Phone, Fax and Email Address 

 Target Location of the Meeting (city and type of facility) 
 Dates of Meeting - Present at least 3 optional dates and watch out for 

holidays (even if it is a holiday you or your group typically does not 
celebrate). 

 Number of Attendees - Give consideration to those who are traveling 
and those who are from the local area. 

 Estimate number of attendees who will need a hotel room. 

 Attendee Profile - Extremely important…will there be themed events, 
breakfast, lunch, dinner, receptions, off-site events, tours, 

entertainment, transportation needs, etc. 
 Previous locations - If you have had an event before, this will help to 

understand your objectives.  If this is your first event you may want to 
survey potential attendees to get a better feel of what kind of 

attendance to expect. 
 Set a deadline for receiving back your proposal.  Typically allow 10 

business days for the return. 
  

Step Two 
 

 List items that require pricing (for example audio-visual; do you want 
al la carte pricing or package pricing). 

http://www.eventsbybludiamond.com/
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 Make special requests (for example, 24-hour hold on meeting space, 

reduced parking for attendees with in and out privileges, upgrade 
rooms for VIP and yourself). 

 Inquire about “hidden” charges (internet fees in meeting room, 
exhibitor or sponsor load in/tear down charges, electrical drop charges 

for A/V, charges for hanging posters, etc.) 
 

Step Three 
 

 Make a “wish list” to maximize discounts or complimentary items: 
o An audio-visual vendor may be able to provide complimentary 

walkie-talkies or a speaker ready room, or one microphone in 
the room per day 

o A hotel may be able to waive fees for hanging posters or 
banners; they may provide reduced parking for guests; they 

may provide complimentary morning coffee; they may give a 

rebate based on the ratio of guest room pick up to the amount of 
food and beverage spent  

 Consider how you can utilize sponsors or affiliates 
 

 Ask the hotel to provide you with a list of their vendors (for a/v, 
transportation, off-site locations) 

 Ask what other kinds of groups will be on property. 
 

“You are selecting the hotel/venue for your event – they are there for you.  
Command the event and ask, ask, ask…”  

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

MY ATTENDEES THOUGHT LINDA AND HER TEAM MEMBERS WERE PART OF MY 
TEAM – AND NOW THEY ARE! 

  MARNI BATTISTA -  “Dating With Dignity” 
I love that Blu Diamond Event Management is so thorough and efficient… But 
what really strikes me is how good they are with my attendees — so much so 
that for five years now my attendees thought Linda and her team members 
were part of MY team. I can’t emphasize enough how nice it is to know that the 
logistics will all be taken care of, that my attendees are so well taken care of, 
and that I’m so well taken care of that I’m free to concentrate on connecting 
with my audience.  I love Linda and her team  They rise to every occasion and 
continue year after year to amaze me! 
 

http://www.eventsbybludiamond.com/
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MISTAKE 5 – Not knowing the “hidden secrets” of the 

industry 

 

Many entrepreneurs don’t know or understand the “hidden secrets” of the 
live event industry.  Really?  Hidden Secrets?  Yes, absolutely.  For example, 

most of us know that hotels pay a commission for the block of guest rooms 
and business brought to them, but did you know that this commission, 

depending on how it is negotiated, can offset some of your event costs?  For 
example, 50 rooms booked at $189 per night for a total of 3 nights = 

$28,350 of revenue to the hotel with a 10% commission amount of $2,835 

to be used against event management fees, toward VIP rooms or as a rebate 
against Food & Beverage minimum.  

 
You can also save tons of money if you leverage holding multiple meetings 

at the same location or with the same hotel chain.  Being flexible on your 
event date will also get you more discounts as the hotel can “fit you in” on 

hard to book weekends (such as summer days in venues like Palm Springs 
and Las Vegas when it is 100° outside and a cool 72° inside the meeting 

room…) what does it really matter when live events keeps us inside 80% of 
the time in the cool air conditioning and rates in Las Vegas can be a nice 

easy $79.00 (or less) for 5 Star locations – just consider how awesome it 
would be alfresco dining during the dinner break? 

 
Another money making secret to consider is signing up for hotel points and 

using those points earned for your event as rebates against your Food & 

Beverage minimums or meeting space rental.  In some cases, your 
attendees can also sign up for hotel point programs (which are usually FREE) 

and earn free buffet breakfasts and other benefits that you can market to 
your attendees and add to their overall experience. 

 

    

MISTAKE 6 - Not having a pre-event or post-event plan 

 

Creating a positive and lasting impression begins the moment you begin 

talking and advertising you will be hosting a live event.  Your successful 
event will depend on clear priorities and objects and your attendees will 

want to feel taken good care of from the moment they agree to get on board 

http://www.eventsbybludiamond.com/
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with your event.  They will look to you to help them figure out where they 

belong and where they should be headed next in their business.   
 

Part of your pre-event plan should include strategy sessions on how your 
event is choreographed, including how many sessions, guest speakers, Q&A 

sessions, Hot Seats, Success Panel, etc.  Your pre-event plan will also 
include a marketing strategy, determining ahead of time your audio / visual 

requirements and a thorough “run through” your entire event with your 
team to ensure proper execution of each element. 

 
Part of your post-event plan should include immediate follow up on any “on 

stage” promises, a good thank you, speaker follow up tips, a good event 
evaluation and a promo for an upcoming program or a highlight piece with 

tips or next steps from the event that attendees can quickly put into place. 
 

There is no replacement for getting to be a part of a live event and a big 

piece of the experience is how the attendee is handled before and after the 
event.  Make these moments count just as much as when you are in front of 

your attendees. 
 
 

    

MISTAKE 7 – Not bringing in Sponsorship Opportunities 

 

Most folks think you have to have a celebrity or industry leader as a 

headliner speaker/sponsor before anyone will sponsor your event or they 
think that there are very few sponsorship opportunities available.  Nothing 

can be further from the truth.  This year alone we have seen a 30% increase 
in corporate sponsorships and most of us know a few folks that would be 

happy to sponsor our event – if we would just ask.  In today’s economy 
companies, as well as individuals, are looking for unique ways to stretch 

their advertising budgets and get more for their marketing dollars.  What 
better way to leverage this industry by asking them to sponsor your live 

event. 
 

Consider sponsorships for printing, name badges, coffee breaks, stage 
presence and event audio/visual, to name a few.  For example have 

someone sponsor your projection package (projector and screen) and they 

get to have their logo positioned at the bottom of every slide or on the 
screen – how’s that for some sponsor dollars!  This alone can save you and 

easy $550 per day at most hotels.  Really and truly, every aspect of your 
live event can become a sponsorship opportunity – you just need to know 

where to start, how to approach people and stretch outside the box!  We’d 
love to show you how. 

http://www.eventsbybludiamond.com/
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BONUS: 
 

   

 MISTAKE 8 – Not utilizing a professional event 

management team 

Working with a professional event management team is invaluable.  They 

save you time, money and the right one is worth their weight in diamonds 
(or gold).  Our clients know that working with us allows them more time to 

create their presentation, be productive and focused.  As a full service event 
management company, offering a wide range of services for your Profitable 

Live Event.  We provide strategic planning, location selection, expert 
contract negotiation, facilitating back of room sales, event sales planning, 

host support, special event coordination, expert on-site event management 
and production services, to name a few. 

 

 
 

ARE YOU EVENT READY? 

 
Sign up today for a FREE “6 Figure Event Ready Assessment” Call with 

Linda Cain – you will be surprised just how “Event Ready” you are!  Many of 
Linda’s clients have chosen to start with her “Event Ready” coaching 

program and gone on to add live events into their marketing plans AND have 

built long-lasting relationships with Linda and the Blu Diamond Team to 
manage their events year after year. 

 
Linda Cain at 626-252-2834 or eventsbybludiamond@gmail.com 

 
Connect today and get started planning your own profitable, fun, live event! 

 

http://www.eventsbybludiamond.com/
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 Experience.  
Our team has over 50 combined year’s event planning experience. 
 

 Personable.  
We treat you and your attendees like royalty. Your attendees will love your events because 

EVERYONE feels like a VIP. 
 

 Creative and Calm Under Pressure.   
We handle it all, even the unforeseen efficiently and with creativity and a smile on our faces.  It 

is our job to deal with that… you focus on your brilliance. 
 

 We know what you don’t know.  
We love partnering with business owners who have their own area of expertise so we can support 

them with ours. It is a win/win! 
 

 We are your cheerleaders.  
We root for you AND your attendees. 
 

 #1 in On Site Support.   
We are the EXPERTS in onsite support. From set up, to welcoming your attendees, to tear 

down… we LOVE supporting your live event, and it shows! 
 

 Seamless.  
We blend so well with your team that attendees have no idea we are a separate event company.  
af 

 Versatile.  
From 20 person retreat to a 300 person enrollment event, we have got you covered! 

 

- ARE YOU READY TO STEP UP AND TAKE YOUR PLACE ON YOUR OWN 

STAGE? 

- DOES THE THOUGHT OF STARRING IN YOUR OWN EVENT SCARE AND 

EXCITE YOU? 

 

Schedule a FREE “AM I EVENT READY” assessment call with Linda Cain today and find 

out EXACTLY what profitable event formula will be right for you.  VISIT OUR BOOTH FOR 

DETAILS 

 

YES, I AM READY to create, plan and host my own live event.  Get me started today with a 

comprehensive “Event Ready” Program – VISIT OUR BOOTH FOR MORE DETAILS 
 

 

 
 

 

 
 

 

Let’s Talk Events! 

Linda Cain 

Event Strategist & Manager 

Blu Diamond Event Management   *   626-252-2834   *   LindaCainOffice@gmail.com 
 

 

 

http://www.eventsbybludiamond.com/
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CASE STUDY #1 
 
One Day Event 

 
Ticket Sales: 
 30 attendees x $197 per ticket  = $  5,910  
UpSale:  

5 VIP/Virtual Day or 3 Mo Coaching 
Packages at $1997 per package  = $  9,985 

 Revenue:        = $15,895 
 

WHAT ABOUT EXPENSES… 
 

Event Costs: 
(Embassy Suites / Courtyard by Marriott) 

Meeting Space at Hotel      = $    300 
Audio Visual       = $    750 
Lunch for 30 ppl (30x$22)    = $    660 

(Plus Tax & Gratuity 32%)    =  $    211 
Registration/Name Badges/Lanyards  =  $    250 
Handouts         =  $    300 
Event Staff (Day Rates $350-$750)   = $    750 
Expenses:       = $ 3,161 
 

Profit/Loss:         $ 12,773 
 
Do this 4 x a year (20 clients/5 every 3 months) = $50,935 
Do this 8 x a year (40 clients/10 every 3 months) = $101,870 

ALWAYS SAVES ME MONEY – EVERYTHING GOES SMOOTHLY! 

  NANCY MARMOLEJO -  “Viva Visibility” 
Blu Diamond Event Management is OUTSTANDING and I highly recommend them.  Linda has 
organized retreats and live events for me and has become a dear friend in the process.  She 
works on mega big events and also on intimate retreats.  She always saves me money and 
makes sure that everything goes smoothly AND she has connections all over the country.  TAP 
into these resources… TAP into Linda and the Blu Diamond Team for your next live event, 
whether it is a retreat, one day, three day or mastermind program!  You will not regret it! 
 

http://www.eventsbybludiamond.com/
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CASE STUDY # 2 

 
3 Day Live Event with 100 attendees 
 
Ticket Sales: 
 20 attendees x $197 per ticket  = $15,760 
 40 attendees VIP Upgrade x $97  = $  3,880 
 1 Keynote Hour Speaker X $5,000  = $  5,000 
 3 Speaker/Sponsors Ted Talk x $3,000 = $  9,000 
 5 Sponsor Tables x $1,000   = $  5,000 
UpSale:  

10 VIP Coaching Package @ $12,000 = $120,000 

 Revenue:        = $158,640 
 

WHAT ABOUT EXPENSES… 
 
Event Costs: 

Audio/Visual Base Package   = $  6,000 
Professional Event Team    = $  9,500 
Food & Beverage Minimum   = $  6,000 
 (Plus Tax & Gratuity 32%)  = $  1,800 
Registration/Name Badges/Lanyards = $     250 

Printing (Workbooks/Offer Pkg)  = $  1,200 
Banners/Signs      = $  1,000 
Host Hotel/Team Hotel    = $  3,000 

Expenses:       = $28,750 
 

Profit/Loss:        =  $129,890 

I GET TO ACTUALLY ENJOY MY OWN CONFERENCE! 

  KATIE WEBER -  “Red Lotus Letter – Feng Shui Expert” 
I loved to put on conferences that teach what I know about the feng shui business.  BUT I hated to handle 
everything that wasn’t centered on my business – it wasn’t the reason I wanted to put on a conference to begin with.  
AND that’s why I hired Blu Diamond Event Management.  They took away all the stress and worry about all the 
overwhelming details with putting a seminar together so that all I had to focus on was the content.  It was a HUGE 
relief off ny shoulders and mind.  I actually enjoyed my own conference – and more importantly – had a more 
successful seminar.  You owe it to yourself and your clients to partner with Linda Cain and her team, so your 
seminar or workshop is a true reflection of your knowledge and capabilities. Call Linda today and get “Event Ready”!  
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CASE STUDY # 3 

 
5 Day City Tour (Target 100 ppl for tour attendance): 
 
Ticket Sales: 
 20 attendees x $297 Early Bird  = $ 5,940 
 1 Area Speaker/Sponsor x $1,000  = $ 1,000 
UpSale:  

2 VIP Coaching Package @ $2,997  = $  5,994 
 Revenue:        = $12,034 
 

WHAT ABOUT EXPENSES… 
 

Event Costs: 
(Embassy Suites / Courtyard by Marriott) 

Meeting Space at Hotel      = $    300 
Audio Visual       = $    750 
Lunch for 20 ppl (20x$22)    = $    440 

(Plus Tax & Gratuity 32%)    =  $    140 
Registration/Name Badges/Lanyards  =  $    250 
Handouts         =  $    300 
Event Staff (Day Rates $350-$750)   = $    750 
Expenses:       = $ 2,930 

 
Profit/Loss:        =  $  9,104 

$9,104 X 5 Cities    = $45,420 

X twice a year     = $91,040 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

THEY TREATED ME LIKE ROYALTY! 

  MICHELE SCISM -  “Decisive Minds” 
I want to tell you about one of the smartest decisions I made for my very first 3 day live event – hiring Blu Diamond 
Event Management.  If you have hosted a live event you know that it takes work to make it look smooth and easy 
to your attendees.  BDE took care of all those little things that come up throughout the weekend and did it 
seamlessly. There were so many things about hotels, food, registration, scheduling, etc. that I didn’t know that I 
didn’t know. With their guidance I was able to hold a successful event. Even better than that, they took care of me 
like I was royalty. I was able to be relaxed and focused on being present with my attendees. I highly recommend 
Linda Cain and the Blu Diamond Event Team!   
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NOTES: 
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