LV6 Contemporary Themes
– Conference Learning Log

	Student Name

	
KISSAIRY VALDEZ 




	Week 1
	20/ July / 2020


	Planning:
· Assign tasks to the Team (Decide which roles will fit better to each member of the group) 
· Date/Type of meeting 
· Define the purpose of the Meeting (team decided launch of a new product)
· Contracts, letters, invites 
Marketing (Social Media Pages) 


	Organising:
· Everyone to prepare a SWOT that reflects the most accurate possible the qualities of each of the members that make us a good manager on the different parts of the conference we are organizing.
· Company Name agreed as per our initials SERKD (Sandra, Emoke, Riccardo, Kissairy and Domenico)
· Following assessment of the Swot, Roles assigned based on the company scope, and tasks assigned (some tasks may not completely reflect the role, thus, voluntarily agreed to ensure a successful event and not overload only one person with all the task to be developed)


	Managing:
· Emoke Gego – defined as the Event Manager
Her Tasks will be: 
· Overview of the Event/Purpose 
· Audience engagement 
· Timeline – Budget 
· Safety Plan 
· Licences 
· Sandra Senenko – defined as the Marketing Manager 
· Create Social Media Pages 
· Promotions 
· Email set-up 
· Logo/Posts 
· Company Outline/Heading 
· Domenico Conte – defined as the Senior Project Manager – Quality Control 
· Logo 
· Flyers 
· Survey 
· Contract 
· Riccardo Russo – defined as the Operation Managers 
· Contract – TBR
· Premises 
· Health & Safety – Confirm the current plan/make amendments or addendums

	Marketing: 
· Creation of social media pages where promotion will be published 
· Brainstorm of the ideas on how it will look our logos and flyers, the colours that define more our purpose with the message the customer wants to express
· Innovate and design all the marketing material needed for the success and development of the conference


	Technical:
· Support in making better standards
· Support in creating new alternatives and options
· Support in evaluating, selecting, and refining alternatives and options
· Support in the creation of the final propose and how do we think it might look better the result they are looking for.

	Problems/Resolution Action Plan:

· As the fact that this is our first week of the project we have presented a little bit of confusion on what the responsibilities of each member.
· Team members would change their teams according to personalities in each team but not the experience. 
· group review Mondays weekly and teams to agree on individual meeting days.


	[bookmark: _Hlk28956365]Focus for the Week: 

· Brainstorming on how to deliver the conference in most effective way.
· Virtual Conference to be arranged.
· Teams to be allocated.
· Theme to be discussed.




	Student Signature:

Kissairy Valdez


Date:

20 / July / 2020










	Week 2
	Monday July 27th, 2020 



	Planning:

· Design Structure (posters hangers) 
·  Event Preparation
· Location for Guest Speakers and Presenters 
· Projectors, speakers, Wi-Fi, Streaming Techs 
·  Flipcharts, Cameras with live broadcasting 
· Pre- Packaged food, Drinks, Consumables, Coffee, Tea 
· Display tables for samples 
· Licences (Temporary) 
· Budget
· Flyers 
· Packages 
· Draw three offers that consist on different types of products and marketing promotions that are approaching different needs the customer might have.
· Finance (Deposit, final payment, tickets)



	Organising:

· We have thought on filming a Youtube video about each role introducing ourselves. 
· Encourage the customers to write more Reviews in our social media pages
· Creative and professional flyers 
· We have also thought about having business cards of each of us 
· SWOT that reflects the skills of each manager to be sent  
· Security Measures to be taken on the place the conference will be delivered 
· Temporary License 
· Budget (GBP1,150 all included+ Vat)
· 150-200 attendees approx. packages
· Survey that evaluates our service and gives the opportunity to the customer to make suggestions about what can be improved and what we are doing in the right way.
· Contract with rental companies in case of any missing equipment that we can not provide 
· Thank you email for the customers once they make use of our service. 
· Data protection policy
· Twitter to be included on the invitation 



	Managing:


· This group Project aims to deliver a virtual conference at the University Campus in London.  
· SERKD is an event planning agency based in London, able to organize your events with tailor-made creative solutions.
· We start with an elegant and suitable set-up for the occasion, passing by a qualified staff that includes: multilingual hostesses, conference translators and one of the best technical services on the market. 
· Finally, to delight your guests, we offer the best catering, with an excellent quality / price ratio that will make each event unique.




	Marketing: 

· With Sandra Senenko as our Marketying Manager she has been creatin different platforms of social media where the customer can contact us and also, potential customers can see how we work.
· 
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serkd_besteventplanning
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Serkd Besteventplanning
https://www.facebook.com/serkd.besteventplanning.7
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Serkd Besteventplanning @SerkdB
https://twitter.com/SerkdB
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Serkd.besteventplanner@gmail.com
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Company Intro:
https://youtu.be/CqHNopLNMiI
· 



	Technical:

· Review of the Company description
· Event date Finalized
· Licenses in process for the type of event described
· Social Media Launched 
· Contracts to be refined 
· Invites and flyers not ready


	Problems/Resolution Action Plan :

· Rental company, we haven’t received a confirmation so far 
· Raising prices 
· Invites have been refined 
· Contracts to be adjusted (Operational Manager to work on that)




	Focus for the Week: 

· The introduction of the company will be posted on Youtube and published in all social media platforms 
· Creating and encouraging public interest to attract viewers.
· Team members to attend each meeting and participate even though they are not owners of the task.
· Some features in Marketing as per the creation of logos, invitations posters and flyers to still work on them.
· We might consider creating an e-mail list to send promotion and publicity ready for website launch






	Student Signature:

Kissairy Valdez 
__________________________________


Date:

27/ July /2020
_________________________________












	Week 3
	Monday August 3rd , 2020 



	Planning:


· YouTube – Company Intro/ Everyone to present their role 
· Reviews social media – 4/5 stars reviews – Articulated – Standard reply to be signed by Emoke as Event Manager - Standard (to be done by next meeting) –
· 3 Reviews to be made and posted on a steady pattern / Emoke to focus on a standard Reply 
· 2-3 posts by Monday with different Pictures – One post Tomorrow / one Friday – Couple of post per week for the Month 
· Event to be advertised on a steady pattern once a week – 
· Referral Promotion 10% off – August offer (Flier to Post – Dom) 
· -Rental companies and costs / Audited – Rent appliances (find out pricing)
· -Update Riccardo on Job Roles/Email



	Organising:


· Description for attendees provided/communication will be refined:

· ATTENDEES
· As per the situation we are currently living, we thought that the best way to gather all possible attendees to hear our Conference about Capri Spa Limoncello, is an online type of meeting; where the attendees will buy a ticket that brings all the information with all the details needed to log in via Zoom, on the date and timing agreed.  We are looking to host approximately 150 attendees. 



	Managing:

· The communication will be something that our company will try to do as smooth as we can, so that the attendees don’t find frustrating the process of log in and payment for the ticket.




	Marketing: 


· We have created two social media pages; the ones we think they are the most crowded with hospitality companies and regular public. 
· Through Instagram and Facebook, there will be the possibility for the attendees to see all the information regarding the Conference, where and when will be delivered. There will be the possibility for them to ask questions through this platform as there will be a person responsible of responding all the concerns and also updating the information on the page. 



	Technical: 

· Event Organizer:       SERKD Ltd
· Presenter:                  Limoncello Capri Spa Ltd
· Guest Speaker:         Gennaro Contaldo – Italian Chef and Restaurateur
· Event name:             ‘A morning of Limoncello di Capri’
· Event Date:               11:00am – 13:30pm on the 21st of September, 2020
· Location:                    Winchester House, 11 Cranmer Road, Vassal, London, SW9 6EJ, UK
· Purpose:                    Product Launch
· Need:       “Our customers/partners need to learn about our latest product.

· Event Audience and USP
· Audience:                  Fast growing retailers and hospitality businesses with annual revenues between £1m-5m.
· “We have the best Italian entrepreneurs and guest speakers who provide an engaging and informative presentation, where the online audience will gain insight into the world of fine alcoholic beverage and into the world of successful businesses.”
· Event Marketing Timeline
· Marketing Channels Used: E-Mail, Facebook, Instagram, Twitter 
· Invitations:                            Via E-Mail



	Problems/Resolution Action Plan:

· Evaluation of further general policies to ensure the success of the project:
· General: 
· Data Protection Policy 
· Credit card Information Handling 
· Hire Company for Broadcasting instruments – to set up the room as well 




	Focus for the Week: 


· Event Safety Plan. Find out if the following bullet points will be available throughout the week.
· Professionally trained staff will implement the procedures onsite if there is an incident or emergency:
· Raising the alarm
· Use of the fire extingushiers
· Crowd management, including evacuationwhere necessary
· Incident control
· First aid and medical assistance
· *Toilets and wash facilities available onsite.
· *Free parking.







	Student Signature:

Kissairy Valdez 
__________________________________


Date:

3/ August / 2020
_________________________________





	






	Week 4
	Monday August 10th, 2020 



	Planning:

· SERKD Ltd was commissioned by Limoncello Capri Spa to organize the launch of: “LIMONCELLO DI CAPRI, THE TRUE ESSENCE OF CAPRI ISLAND” in London

· At 11am on the 21st September 2020, SERKD Ltd will host Limoncello Capri Spa at its offices located in: Winchester House, 11 Cranmer Rd, Vassal, London SW9 6EJ, United Kingdom for a conference presentation where Limoncello di Capri will be promoted to about 200 possible buyers.







	Organising:

• Limoncello Capri Spa undertakes to send 250 test samples to SERKD Ltd offices no later than 1st September 2020; the event organizing agency will have then to deliver the 250 test samples to the buyers participating in the conference presentation;

• The conference will begin at 11am on 21st September 2020, using "ZOOM" platform; access link will be communicated to all participants no later than 15th September 2020. A reminder will be sent on 18th and 20th September 2020.


	Managing:

• Limoncello Spa has requested a room meeting for this event with the following accessories:
1. 1 rectangular table
2. 5 chairs
3. 5 microphones
4. 1 projector
5. 5 Flipcharts with Pens 
6. Coffee/Tea 
7. Water service always available throughout the conference presentation
8. Wi-Fi connection available throughout the conference presentation
9. Air conditioning available throughout the conference presentation
10. Catering services 





	Marketing: 


· The flyers and offers have been launched on this week with according colours that match the message of the product that our customer is trying to sell on this conference 


	Technical:

· Two hostesses available throughout the conference presentation
· Any accessories can be added no later than September 18, 2020
· The event will begin at 11am and end at 1.30pm, more information about the program is provided in the next chapter.
· The event will have a total cost of £ 1150.00, advance payment of 50% of the amount no later than 7th of September 2020 to SERKD Ltd at the following account detailed on next bullet point


	Problems/Resolution Action Plan:


· Bank: Boombank
· Account Number: 2435678734
· Sort Code: 24-57-64
· Clauses on recessions, cancellations and any changes are available on request.
· We will discuss on next meeting if this bank and its interests are affordable for our company and if they offer any flexibility in the moment of receiving money and withdraw it.




	Focus for the Week: 


· Each member of the group to write reviews and answer threm
· Publish frequently new posts on social media







	Student Signature:

Kissairy Valdez  


Date:

10/ August / 2020










	Week 5
	Monday August 17th, 2020 



	Planning:

· Quote not available yet, therefore, price tag still needs to be updated in accordance with their latest requests (Photographer and Catering cost TBC) 
· Company intro TBR 
· Fliers and Posters to be completed and shared with the team



	Organising:

- Sound speakers and connection test to be organised for the day before to ensure that everything goes smooth
- Arrange set-up of the premises with the Tech and Engineers from Site (communications to be sent)
- Contracts for food and beverage deliveries to be defined and choose company (Arrange menu with Catering Company) 
- arrange delivery time for food and beverages (beverages and appetisers to be on site for a 10 mins break at 12:00 – INCLUDED-) rest of the food on site at termination of event (13:30/45 PM) (excluded menu to be arranged – company wants to dine on site for practicality and avoiding any extra travel)
· Hire freelancer photographer for the day (Extra cost as per request)




	Managing:
· Follow up on the deposit and Credit Card Forms 
· Deposit to be received by the 7th September (at present not received yet, contract signed)

· Relationship built with the new group
· Proactively looking to get new events alongside 
· Logo and other work assigned completed 






	Marketing: 

Social media going strong, positive feedback received from previous events –
Intro video to be refined 



	Technical:

· All profiles are ready
· All sections are filed with needed information.
· Suggestion to add another section for assignments paper to be added on the website.


	Problems/Resolution Action Plan:


· No issues



	Focus for the Week: 


Finish the last points of promotion and maybe modify some features of the video intro





	Student Signature:

Kissairy Valdez
__________________________________


Date:

17 / August / 2020_________________________________







	Week 6 – Final Week 
	Monday August 24th , 2020 



	
Video to be uploaded on YouTube and link shared / Fliers and posters to be shared by sat DOM 
-Sound speaker test arranged for Saturday 19th September 2020 (room setup will be done the same day) 

- Food and beverages arranged with Di Lieto Italian Restaurant https://m.facebook.com/dilietobakery/ food and drinks  will be delivered via uber eats (pre-paid) 
Delivery at 12:00 (included)/ Full lunch at 13:30 paid individually (food ordered) Tot Cost £200 (£40 first delivery paid by the company)
Freelancer PH cost 500£ to cover Pictures Vid and Brochure 
Follow up on the deposit and Credit Card Forms - Kissairy 
Social Media promotion going well (attracted 25 more events through referral code)
· engaging further with potential customers following referrals and new sales 
· Email reminder set to be sent the 9th of September following check of event deposit paid
· Send referral code for future meetings 




	Student Signature:

Kissairy Valdez
__________________________________


Date: 24 / August / 2020
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