
Debate Institute Africa Event
Preparation Guide

1. What is the Debate Institute Africa Event Preparation Guide?

The Debate Institute Africa Event Preparation Guide is a detailed roadmap specifically tailored
for organizing and managing the DIA events i.e tournaments, social events, workshops etcetera.
It encompasses all the necessary steps, strategies, and resources required to plan, execute,
and evaluate a successful events under the DIA umbrella.

2. Why is the Debate Institute Africa Event Preparation Guide
Important?

2.1. Specialized Focus: The guide is customized to meet the unique requirements and
standards of a DIA event, ensuring that organizers adhere to the established protocols and
expectations.

2.2. Efficiency and Consistency: By following the guide, organizers can streamline the
planning process, maintain consistency across different editions of the tournament, and uphold
the high standards associated with DIA events.

2.3. Risk Mitigation: The guide helps identify and address potential risks specific to DIA
tournaments, such as debate format complexities, judging criteria clarity, participant eligibility,
and logistical challenges related to venue selection and scheduling.

2.4. Professionalism and Brand Image: Adhering to the guidelines outlined in the preparation
guide enhances the overall professionalism of the DIA tournament, showcasing meticulous



planning, attention to detail, and commitment to excellence, which reflects positively on the DIA
brand and reputation.

2.5. Resource Optimization:Organizers can optimize resources, including time, budget,
manpower, and technology, by leveraging the structured approach and best practices
recommended in the preparation guide.

3. How Should the Debate Institute Africa Event Preparation
Guide Be Used?

3.1.Strategic Planning: Use the guide to set clear objectives, establish timelines, allocate
resources effectively, and create a cohesive vision for the DIA event.

3.2. Operational Execution: Refer to the guide during the execution phase to coordinate
logistics, manage registrations, communicate with participants and sponsors, and oversee all
operational aspects of the tournament.

3.3. Quality Assurance: Ensure that all sessions, debate rounds, judging procedures, topic
selections, and participant interactions align with the standards set forth in the preparation
guide, maintaining fairness, transparency, and quality throughout the event.

3.4. Continuous Improvement: Continuously evaluate and update the preparation guide based
on feedback, lessons learned, industry best practices, and evolving trends in debate competition
management to enhance future editions of the DIA events.

4. Who Should Use the Debate Institute Africa Event
Preparation Guide?

4.1. DIA Organizing Committees: The core teams responsible for planning, organizing, and
executing the DIA events should utilize the preparation guide as a central reference and
operational tool.

4.2. Debate Coaches and Trainers: Individuals coaching debate teams participating in the DIA
events can benefit from the guide's insights, rules, and guidelines to prepare their teams
effectively and navigate competition requirements.

4.3. Participant Teams: Observers, speakers and debate teams participating in the DIA events
should familiarize themselves with the preparation guide to understand competition rules,
judging criteria, debate formats, and tournament schedules.



4.4. Sponsors and Partners: External stakeholders, such as sponsors, partners, and
supporting organizations, can gain visibility into the DIA event structure, branding opportunities,
sponsorship tiers, and engagement expectations outlined in the preparation guide.

4.5. Audience and Supporters: Individuals attending or following the DIA tournament,
including spectators, alumni, media representatives, and debate enthusiasts, can refer to the
preparation guide for event schedules, registration information, live streaming links, and
engagement opportunities.

5. Value Framework for Debate Institute Africa Event
Preparation Guide (A case for Total Quality
Management-TQM)

5.1. Customer Focus
- The DIA Event Preparation Guide prioritizes the needs and expectations of its stakeholders,

including participants, sponsors, partners, and audience members.
- Total Quality Management (TQM) principles emphasize understanding customer

requirements, delivering value-added services, and exceeding customer satisfaction.

5.2. Continuous Improvement
- The preparation guide encourages a culture of continuous improvement by learning from

past experiences, gathering feedback, and implementing enhancements in subsequent editions
of the DIA tournament.
- TQM advocates for ongoing improvement efforts, process refinement, and innovation to

achieve organizational excellence and sustain competitive advantage.

5.3. Employee Involvement
- The guide promotes active involvement and collaboration among the DIA organizing

committee, debate coaches, volunteers, and support staff to ensure seamless event planning
and execution.
- TQM emphasizes empowering employees, fostering teamwork, and recognizing

contributions to enhance organizational performance and employee morale.

5.4. Process Optimization
- The preparation guide outlines standardized processes, best practices, and quality control

measures for managing key aspects of the DIA tournament, such as registration, logistics,
judging, and participant communication.



- TQM focuses on optimizing processes, reducing variability, eliminating waste, and achieving
operational efficiency to deliver consistent and reliable outcomes.

5.5. Strategic Partnerships
- The guide emphasizes building strategic partnerships with sponsors, academic institutions,

debate organizations, and community stakeholders to enhance event visibility, resources, and
participant engagement.
- TQM encourages collaborative relationships with suppliers, stakeholders, and industry

partners to leverage expertise, share best practices, and create mutual value for all parties
involved.

5.6. Data-Driven Decision Making
- The preparation guide emphasizes data collection, analysis, and informed decision-making

throughout the event planning and evaluation process, using metrics, feedback, and
performance indicators.
- TQM advocates for data-driven decision-making, evidence-based management, and

continuous monitoring of key performance metrics to drive improvements and achieve
organizational goals.

5.7. Risk Management
- The guide incorporates risk assessment, contingency planning, and proactive risk mitigation

strategies to anticipate and address potential challenges, disruptions, and uncertainties during
the DIA tournament.
- TQM stresses the importance of risk management, problem-solving, and resilience to

navigate uncertainties, adapt to changes, and ensure business continuity and customer
satisfaction.

5.8. Ethical Leadership
- The preparation guide promotes ethical conduct, integrity, transparency, and fairness in all

aspects of event planning, execution, and stakeholder interactions, aligning with DIA's values
and mission.
- TQM emphasizes ethical leadership, social responsibility, and stakeholder trust to build a

positive reputation, enhance brand equity, and foster long-term relationships with customers and
the community.



Let’s get Started

6. Goals: Decide What Success Looks Like for the event.
Sample Concept Note: Link
Clearly define what you want to achieve with your event and outline what success looks like in a
concept paper. Ensure your event goals align with Debate Institute Africa’ goals, such as
fostering critical thinking skills, building the ability of young people to catalyze the concept of
African renaissance, and providing a platform for intellectual discourse.

7. Logistics: Set a Date, Format, and Location
Pick a date , considering availability, attendee preferences, event objectives, and potential
scheduling conflicts (e.g., holidays or seasonality or school conflicts). Consider second-tier cities
and outside-the-box locations to save on event costs and make it easier for attendees to justify
coming. For example, consider hosting the tournament in a school setting to foster academic
engagement and collaboration.

8. Theme: Choose a Memorable Concept
Select an event theme that aligns with your objectives to create a cohesive, memorable
experience for attendees. Themes could revolve around current affairs, social justice, or global
challenges to inspire meaningful debates and discussions.

10. Budget: Assess Costs and Source Vendors
Sample terms of reference: Link
Sample Budget: Link

Figure out how big your event budget should be and identify vendors that can provide the
services you need at price points you can afford. Allocate funds for venue rental, speaker fees,
catering, promotional materials, and any technological requirements such as livestreaming or
virtual attendance options.

Ensure that you discuss with each vendor or service provider the terms of reference very
clearly.

11. Venue: Choose the Perfect Location
Sample Letter of consent: Link
Sample request to host: Link

https://docs.google.com/document/d/1SJvmL1kA0koG_-lhDhg-5sghUnSQNkMxbDUAYwf4I74/edit?usp=sharing
https://docs.google.com/document/d/1mo0OLk19HUuEfsofrj-RqpMTpOBtQveL/edit?usp=sharing&ouid=104188017035711764646&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1ZJElI6ouUmEUtf-_OPESTemllB_wNcwshVvfmhKMZ78/edit?usp=sharing
https://drive.google.com/file/d/1vyG7DeyYhCC33TRUJnmwfCtbNxEIpklo/view?usp=sharing
https://docs.google.com/document/d/1nHef7dI17ZeM_uLpGIxj19JXJVVAOAu3/edit?usp=sharing&ouid=104188017035711764646&rtpof=true&sd=true


Select a venue that suits your event’s size, location, and requirements, ensuring it aligns with
the theme and atmosphere you want to create. Consider venues with debate-friendly setups
such as auditoriums or lecture halls equipped with audiovisual systems and ample seating for
participants and audience members.

12. Schedule: Decide on Keynotes, Sessions, and Entertainment
Sample schedule: Link

Figure out which speakers will impact your event most by engaging and captivating attendees.
Invite experienced debaters, subject matter experts, and thought leaders to deliver keynotes,
moderate sessions, and participate in panel discussions. Schedule practice rounds, workshops,
and social events to enrich the overall experience and encourage networking among
participants.

Map out the schedule and activities for your event, including breakout sessions, fireside chats,
workshops, and networking opportunities. Be sure to spend plenty of time on independent
activities like self-care, 1:1 meetings, and much-needed downtime to prevent burnout among
participants.

13. Marketing: Craft a Promotional Plan/ Communications
Strategy

Find a sample communication strategy here.
Find a graphics plan here

Develop a comprehensive event marketing strategy to promote your event and attract
participants and audience members. Create compelling content, such as teaser videos, blog
posts, and social media campaigns, to generate excitement and encourage registration.
Collaborate with partner organizations, academic institutions, and media outlets to reach a
broader audience and increase event visibility.

14. Registration: Invite Participants and Promote Your Event
Sample registration form: Link
Sample Invitation letter: Link

Send out invitations to speakers, debaters, judges, and attendees within the debate community
and actively promote your tournament on social media, debate forums, educational institutions,

https://drive.google.com/file/d/13qTk20du85aSalwNlSQp8R5oYfA8lJ1J/view?usp=sharing
https://docs.google.com/document/d/1aVFrdXb3n9f9fNSLkMrNa-E8d-41a9yUhwaXVR2_C7s/edit?usp=sharing
https://docs.google.com/document/d/19ZnJvMs02hgsOIOvTUNFMDrr-Yza_AdEyZP_UojYnHM/edit?usp=sharing
https://docs.google.com/forms/d/e/1FAIpQLSelVv9tDgo9jynwLlS4k3Dcou-UErPtHbFHexVvwClqiH_NCw/viewform
https://docs.google.com/document/d/16nStA19he2RFfryuDF3ZqVUFvxB3KzV0/edit?usp=sharing&ouid=104188017035711764646&rtpof=true&sd=true


and relevant industry networks. Provide detailed information about registration deadlines,
eligibility criteria, debate formats, and judging criteria to facilitate a smooth registration process.

15. Food and Beverage: Plan the Menu
Find a sample on this link

Hire a caterer or local business and plan the food and beverage offerings to meet the needs and
preferences of your participants and attendees. Consider dietary restrictions, cultural
preferences, and sustainability practices when designing the menu. Opt for eco-friendly
packaging, reusable utensils, and locally sourced ingredients to minimize environmental impact
and promote responsible consumption.

16. Contingency Planning: Consider All Potentialities

Find DIA’s risk matrix that must be attached to each concept plan on this link.

Prepare for unforeseen circumstances by developing an event contingency plan to address any
issues or emergencies that may arise during the tournament. Anticipate technical glitches,
scheduling conflicts, participant withdrawals, and health and safety concerns, and have backup
plans in place to ensure continuity and mitigate risks.

17. Rehearse: Do Final Walkthroughs
Conduct rehearsals and final walkthroughs of debate venues, equipment setups, and logistical
arrangements to identify and resolve any last-minute issues. Ensure debaters are familiar with
debate rules, timing protocols, and topic guidelines, and provide them with resources and
support to enhance their performance during the tournament.

18. Event Follow-up: Survey Participants To Measure Success
Collect feedback from debaters, judges, volunteers, and attendees by distributing post-event
surveys to assess overall satisfaction, identify areas for improvement, and gather testimonials
and success stories. Analyze survey data, track key performance indicators, and measure the
impact of the tournament on participants’ skills development, networking opportunities, and
learning outcomes.

https://drive.google.com/file/d/1Vw70OCjP7PazB7OFQMYDTAoVUsVhcP3v/view?usp=sharing
https://docs.google.com/document/d/1nA13UxIwxDzXw4sMWfLWaNe0rsieBsaz/edit?usp=sharing&ouid=104188017035711764646&rtpof=true&sd=true
https://docs.google.com/document/d/1nA13UxIwxDzXw4sMWfLWaNe0rsieBsaz/edit?usp=sharing&ouid=104188017035711764646&rtpof=true&sd=true


19. Post-mortem: Gather Stakeholders To Evaluate Success
Conduct a post-mortem meeting with key stakeholders, including organizing committee
members, sponsors, partners, and participants, to evaluate the success of the tournament,
celebrate achievements, and discuss lessons learned. Document insights, best practices, and
recommendations for future tournaments, and incorporate feedback into event planning and
management processes to enhance future editions of the Debate Institute Africa.

20. Additional tips in mind as you finalize your plans:

- Start the planning process earlier to allow ample time for all necessary preparations.
- Build an engaging agenda that balances debate rounds with networking opportunities and
social events.
- Seek feedback from past participants and judges to improve debate formats, topics, and
judging criteria.
- Leverage technology and online platforms for virtual debates, live streaming, and interactive
audience engagement.
- Foster a supportive and inclusive debate environment that encourages constructive feedback,
mutual respect, and intellectual growth among participants.


