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Introduction  

Event Management Planning 

The group received a brief to produce a 1-day live event at Tileyard Studios. Once this was received 

the group then began to share ideas on what it should consist of, this part of the exercise was 

important as it allowed the group to brainstorm and identify aims and objectives for the event. We 

wanted to ensure that the event would have achievable goals i.e. need for the event so once the ideas 

were finalised we chose a name, theme, picked a specific date and location, analysed what tools and 

techniques we would use to make the project easier to manage and oversee.  

Once all the above information was understood, we then began to conduct some market research for 

instance, to identify whether there were any conflicting events on the same day or week plus pull on 

our resources for help. I had the idea to collaborate with a friend who owns an event management 

company who had put on several free and paid events within the past year. We had discussed holding 

an event that focused on music from emerging artists, social element thus involving the community 

and the opportunity for professionals to network. I also mentioned that Tileyard Impact worked with 

local youths and so it would be a good idea to get them involved. The group came up with the idea to 

have a Q&A panel discussion in between performances in addition to networking opportunities. As an 

artist manager, I nominated myself as a guest speaker due to having experience within the sector and 

therefore no costs would be incurred. One of the artists I managed was also put forward as a guest 

speaker; he would talk about his start and journey in the industry which would be in connection with 

the panel discussion ‘Music Matters: How to navigate the music industry?’ 

The date set for the event is Thursday 21st May 2020. We took into consideration public holidays and 

other major events occurring that same week. The We Are Festival was scheduled on Saturday 23rd 

May 2020 as was the popular musical show, Wicked. Whilst enquiring about using Two Tribes Brewery, 

Jared (Manager) stated that Fridays and Saturdays were open to the public and their ‘money making 

days’ so there may be some difficulties in arranging an event on those days and suggested mid-week 

was preferable. As they work with Tileyard Education, he also suggested there may not be a hire fee 

if the event has activities favourable to the Tileyard community. We also wanted to ensure there was 

enough time to plan the event so a suggested 8 – 10-week timeframe to plan, apply for any licenses 

(TEN), obtain staff (if required), confirm participating guest schedules, source vendors, sponsorships 

and security.  

The group decided to curate an ‘Event Strategy Sheet’, a template we downloaded from Eventbrite; a 

U.S.-based event management and ticketing website for local events,  to stay on track and provide an

overview of the event should it be requested for external sources. These will depict event audience

and USP, event marketing timeline, responsibilities and metrics; refer to Appendix A.

Meeting Minutes 

We had a total of 6 - 7 meetings from the initial briefing. The meetings were constructed to ensure we 

met our objections and followed actions plans set out for each stage of the event planning, see 

Appendix B. Our minute meetings were taken by one of our delegated group members who typed 

them up and passed them around once finalised. We than began to organise the team strategically 

and breakdown the project into categories and assign each category to a member of the group. For 

example, if there were 8 key tasks than each member would be assigned 2 balanced tasks which was 

considered an effective way to organise the checklist. According to Quinn (2013), having a systematic 
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operation in planning and organising events is crucial, this will help solve any problems that may arise. 

The group suggested we use a project management software, Basecamp, which is ‘widely used for 

real-life communication and provides a way for teams to keep track of priorities and actionable items’ 

with the ability to be used on any mobile devices as seen in image 1. Although there several software’s 

like Basecamp such as Trello and Asana that are equally suitable the reason, we chose basecamp 

because some of the group members previous encounter with it and once implemented it was easy 

to use. The software would be useful to manage workload, complete activities, communicate live by 

updating information and documents, collaboration, file sharing, scheduling and report any changes. 

This will allow each member of the group to stay up to date with each other’s tasks (job sharing) i.e. 

in case of sicknesses, unforeseen circumstances each task had a jobsharer that could pick up on crucial 

elements in case that person was off for the day or week. 

Image 1: Basecamp Mobile Notifications, Two Tribes X Mad Noise Music (2020) 

Once all the basis for event preparation (plan, budgets, timelines, staff and sponsorships) was covered 

we began with the promotion and marketing strategy to help sell the event, raise awareness and 

increase the number of attendees.  
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Budgeting & Sponsorships  

The budget was estimated by Kay, Tribe - partner organiser from figures accumulated from past 

events. The had done a similar event last year and estimated costs in the region of £750 - £1000. Some 

of the budget was offset from collaborations and sponsorships, i.e. with Tileyard Impact involved we 

were able to acquire the venue for no fee (£0). We also agreed that any monies made at the bar would 

therefore not be split and the venue would retain 100% of proceeds. Due to using a venue that sold 

their own alcohol we chose not to have sponsorships from other alcoholic companies. We therefore 

reached out to companies around Tileyard and Kings Cross that would be interested in offering tools 

or discount codes for attendees. Companies such as PRS, CD Baby, Universal Music, Urban 

Development and more.  

As this event is about education and networking there is no monetary gain from this, we have worked 

with our partners to ensure the message is relied through marketing and promotion initiatives. This 

event is about giving back bridging gaps in the local community, involving the youth and the 

opportunity for those at the Tileyard community to network as well as support a good cause. Once all 

the basis for event preparation (plan, budgets, timelines, staff and sponsorships) was covered we 

began with the promotion and marketing strategy to help sell the event, raise awareness and increase 

the number of attendees.  

 

 

Licensing 

Planning a public event has several procedures that need to be checked, including obtaining a license 

from the relevant authority, in our case, Islington. Council. However, after liaising with Two Tribes, 

they confirmed that they had a premise license that allowed the consumption of alcohol and thus a 

Temporary Event Notice would not be required. This was one of our first questions for working with 

Two Tribes as some venues do not have the appropriate licence and therefore a TEN would be 

necessary. We also made the decision to not serve alcohol or food after 10pm in order to avoid 

obtaining additional licenses. Although the venue has a capacity of 200+ (including the outdoor space) 

we estimated a turnout of 100 – 120 people due to the type of event we curated. According to the 

Eventbrite blog (2016), ‘a Temporary Event Notice (TENs) is often the most cost-effective and 

straightforward way to cover an event under the Licensing Act 2003, but it does have its limitations’. 

Nonetheless, as the event had elements of live music and public performances it was necessary to get 

a permit from the Performing Rights Society (PRS). 
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There are also time limitations for submitting these applications i.e. 10 working days for TEN, no less 

than two months for a premise license so it is important to bear this in mind when booking a venue. 

As well as fees associated i.e. fee for a TEN application is £21. 

Other licensable activities include food & performance of music as entertainment which can be seen 

above. After considerable research from the team and a discussion with Two Tribes Manager Jared 

we decided to provide food/refreshments for the event so we contacted Kerb to recommend any 

suitable local food traders. We finally decided on 2 in order to offer a variety of options and cater to 

dietary requirements of the audience.  

Food Trucks:  

1. The Mac Factory  

2. Only Jerkin  

The group investigated insurance for the event as part of the contingency plan, after some 

deliberation we decided there was no need to purchase it for the type of event we were conducting. 

The venue chosen has insurance as well as the food truck businesses, so it was a matter of ensuring a 

health and safety plan, exit plans in case of a fire etc and security if any problems were to arise. See 

Appendix C for images of the venue, outdoor space for creating a H&S plan.  

Staffing 

We estimated a total of 2 bar staff (provided by the venue), the team working on the project was a 

total of 8 from the companies involved. A total of 2 interns and 2 security staff provided by Tileyard 

studio. The interns were students who wanted to get involved in events management and worked an 

average 1.5/2 days a week for 2 months (expenses were covered; LLW). We decided to manage 

effectively using basecamp as detailed above in ‘meeting minutes’ – this allowed staff to communicate 

live, share docs and files and to keep on track with how the event was progressing. It also created a 

schedule of checklists to ensure no tasks was left uncompleted. 

Programming – Timetable  

See below programming for event:  

Programme –  

• 5pm – 10pm – Event Duration  

• 5pm – 7pm – Network – Arrival Drinks (DJ plays between then)  

• 7pm – 7.30pm – Panel Discussion  

• 8pm – 9pm – Performances  

• 9pm – 10pm – After performance drinks, networking opportunities  

• 10pm – 11pm – Event Done, breakdown, cleaners, removal of equipment  

 

Technical rider for performance & panel discussion was also taken into consideration. As the event is 

not of a huge magnitude, we suggest a hand-held microphone, batteries, backline, monitor, AV, 

amplifiers, speakers, Apple laptop for performance and for the discussion x5 cordless or individual 

mics, x5 chairs, auto mixer, camera for live recording. 
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Marketing  

We looked at different ways to market the event, we talked about the content it offered, 

guestlist vs ticketing (even if it was a free event), what platforms to use and reach of audience. 

According to Ash & Huggins Christy (2016), it is key to consider the content you’re producing 

and sharing and equate that with the best platform i.e. if were sharing images or live stories 

then Instagram would be the best fit. If we’re wanting to engage then Twitter would be the 

best platform and so forth. As Tribe is an event company, we enlisted all communication or 

enquiries be directed to their team. 

I spoke to Tileyard Impact director, Wizdom who also confirmed to us that he would use their social 

media platforms to promote the event as well.  

“I think this event goes hand-in-hand in what we do here at Tileyard Impact and 

we’d be happy to get involved any way we can in order to help the youths get a 

head start in music” 

Wizdom, Tileyard Impact (2020) 

 

We also ran a social media campaign to increase following and engagement, those who followed the 

tribe Instagram account, hashtag #TribeMusicMatters and shared with their followers would receive 

a goody bag and the end of the event. Some of the things included were discounts code for platforms 

such as Spinnup, x1 free code for PRS events, leaflets from music companies at Tileyard on information 

about business & legal contacts to help attendees get started.  

Social Media Platforms: 

 Instagram – tribe.wearetribe, live stories, post event photos 

 Twitter  

 Facebook – paid social ads   

Ticketing:  

 Dice – highlight event  

 Eventbrite Flyer – See Appendix D for PDF; for GIF Flyer – please click here  

Other: 

 Radio – highlight event during DJ segment 

 Podcast  

 Blog posts – company websites (Spinnup, PRS, Tileyard Impact) 

 

Outcome of Event  

The objective for this project was to create a 1 day media-cross cultural event, the partners involved 

were a events management company which is a platform for emerging and developing artists, a music 

management company (Mad Noise Music) and Tileyard Impact -  the work experience programme 

from the Tileyard studios, taking young people from local estates, schools and colleges and introducing 

them to real work creative industry projects This increases their experience and networks while 

introducing them to the creative environment. 
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So, the idea was to have all these companies work together, in providing an educational stance to 

those involved on the Tileyard impact programme as well as give the community the opportunity to 

come together. In addition to this, guests were treated with a performance from emerging artist, Lord 

Isaac, music industry panel discussion and food/drinks.   

The event was attended by over 80% of people who had signed up via Dice (ticketing platform), the 

platform gives event organisers an overview of the number of signees, names etc this was key in terms 

of analytical overview, estimating cost per head, calculating space and security presence.  

It was also crucial to obtain post-event reviews for future reference, debrief with team, data collection 

and analysis of the event. Robinson & Dickson (2010) in their book state it is important to conduct a 

post event evaluation to assess the event’s success against your initial goals and objectives. We also 

suggested to send thank you notes or emails to attendees and sponsors in order to maintain relations 

for future events.  

Personal Reflective Summary  

I personally enjoyed this project as I had been thinking about putting on an event for quite some time. 

With the help of my peers and friends, I was able to pull on my resources and relationships with those 

at Tileyard. I oversaw the marketing strategy as this is where my experience lay. I was also responsible 

for the programming and promotion of the event. Generally, the planning and organising of the event 

ran quite smoothly and we incorporated some effectives techniques and software quite early on and 

so there wasn’t much miscommunication as far as collaborating goes. I would say that some members 

were happy to be delegated whilst others wanted more responsibility so this can sometimes be 

difficult to manage particularly when you’re running on a timescale. As we knew what the event was 

about, we carefully planned out these actions plans so on a week-by-week basis we covered all 

elements, found solutions to problems that arose and devised a marketing strategy on trend with the 

content we developed.  Though there were times, we often had to wait a while for questions to be 

answered, from vendors or the venue which could be time consuming to the project. Nonetheless, as 

we had given ourselves 8 – 10 weeks we did not feel as though there was a time constraint.  

Contingency Plan 

It is always useful to think of a contingency plan when planning events especially if Plan A does not 

work out. The ‘what to do’ questions were created by the team to ensure all base for the event was 

covered if for instance the following was to occur – these would be hypothetically answered. 

 Weather adverse – what happens if it starts raining? 

 What happens is there is a fire? 

 Health & Safety – where do we go or what is the meeting point in case of an 

emergency? 

 What to do if people show up and they didn’t register for the event, do not have a 

ticket? 

 What is curfew? Can we get everyone offsite as soon as the event ends? 

 What to do if someone falls ill, gets sick? 

 What to do if the performer cannot perform? 

 What to do if there is a public health scare? Postponement? 
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Event Strategy Sheet 

Event Name:

Date:

Location:

Purpose:

Need

Our attendees want:

Solution

Our attendees will love

our event because:

Unfair advantage

No other events have:

Unique value proposition

We’re different because:

Audience

Our ideal attendee is:

Channels

We’ll reach our customers by:

Key Metrics

The things we have

to measure are:

Costs 

 Our major costs will be:

Revenue 

We’ll make money by selling:

“If you fail to plan, you are planning to fail”.

Free ticketed event with those 

involved, PRS, Hart Media etc 

Networking 

Entry point in music 

Local community efforts 
Giving back to communicty, 

not chargiing a fee 

Social Media:

Instagram 

Facebook 

Twitter 

Radio 

Podcasts 

Company, blog 

posts 

Appendix A

Tribe x Mad Noise Music Real discussion in the 

landscape of music 

Networking Opp

Entry point to Tileyard 

Community 

Gateway to music - internships, 

mentor, volunteer

21st May 2020 

Educarional Purpose

Networking Opportunites 

Mentorship

Collaboration Opportunites

Potential for reoccuring event

Offers from sponsors 

Two Tribes Brewery 

& Taproom  

Education, Networking 

18 - 35 years old

Music professionals 

Trainees on Tileayrd Impact

Emerging Artists 

Mid-level Artists 

Local Community at Tileyard 

Public - anyone interested 

in getting involved in music 

Post event evaluation 

Turn out & interest - possible

for next event to be ticketed

Social Media Insight

Reach of Audience 

Refer to budgeting sheet - 

this particular event was 

non - 

profit 
Refer to budgeting sheet



Meeting Notes – Week 1  Subject: Tribe x Mad Noise Music  Participants: 

Refer to Basecamp for action plans 

assigned to each person  

Date: 9th March 2020 Tracey, Holly, Max, George  

 Venue: The Vinyl   

 

Agenda: 

1. 6 - 10 weeks before the event 

2. Establish the event goals and objectives 

3. Select a date and choose a venue 

4. Get cost estimates and create a budget 

5. Identify speakers and/or entertainers 

6. Seek out and contact sponsors or partners for the event 

 

Meeting Notes – Week 3 Subject: Tribe x Mad Noise Music  Participants: 

 Date: 19th March 2020 Tracey, Holly, Max, George  

 Venue: The Vinyl   

 

Agenda: 3 - 6 weeks before the event 

1. Promote the event through the appropriate channels; for e.g. social media, radio, TV, newspapers 

2. Establish the audiovisual plan and equipment needed with your AV provider 

3. Finalise arrangements for speakers and/or entertainers 

4. Confirm if the venue requires any permits and confirm access for guests such as parking 
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Meeting Notes – Week 5 Subject: Tribe x Mad Noise Music  Participants: 

 Date: 24th April 2020 Tracey, Holly, Max, George  

 Venue: The Vinyl   

 

Agenda: 2 weeks before the event 

1. Send reminders to the attendee list 

2. Follow up with sponsors or event partners 

3. Release announcements about VIPs or keynote speakers to the media 

 

Meeting Notes – Week 7 Subject: Tribe x Mad Noise Music  Participants: 

 Date: 13th May 2020 Tracey, Holly, Max, George  

 Venue: The Vinyl   

 

Agenda: 1 week before the event 

1. Do a final registration check of names 

2. Brief your team and volunteers about their event duties 

3. Finalise the seating plan 

4. Inform the caterer of final numbers 

5. Make copies of any speeches, videos or presentations 

6. Identify where photo opps and interview opportunities will be 

7. Promote the event through the appropriate channels; for e.g. social media, radio, TV, newspapers 



8. Establish the audiovisual plan and equipment needed with your AV provider 

9. Finalise arrangements for speakers and/or entertainers 

10. Confirm if the venue requires any permits and confirm access for guests such as parking 
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MUSIC
MATTERS:
A PANEL

DISCUSSION 
Current landscape of the music business,

where do you go from here?

T R I B E  X  M N M  P R E S E N T S

21 MAY 2020

5:00-10:00 PM

TWO TRIBES BREWERY,KX

Admission is free, please get your tickets

via Dice or Eventbrite, Special PA, arrival

drinks and food trucks by Kerb.

 Do not miss out!

Appendix D



COME JOIN OUR TALK.
'How to navigate the music

industry'

Our panel will be a open discussion on all things related to artists

and professionals in the music business, current state of the

landscape; what does that look like for you!

 

Guest Speakers:

Tracey Kasongo (Mad Noise Music)

Lord Isaac (Artist)

Harrison Seward (Spinnup)

Ben Wynter (PRS )

Jo Hart (Heart Media)

 

Contact us at  info@tr ibe.co.uk for  more information.  
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