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1. Executive summary
This report presents the event ‘End of year winter fair’ in a logical and coherent manner, by keeping a balance between the ideas presented and the theories that support it. Every activity within the fair has a reason behind it, which will be addressed, meaning that no idea will be left without being addressed and motivated using clear and relevant theory suggestions. The structure of the report will follow the structure of the Power Point presentation, which can be found in ‘appendix’ section, with the aim to create consistency of the ideas and to keep the logical and easy to follow criterions.

















 
2. Introduction
‘End of year winter fair’ is a community and social event held in Northampton, Northamptonshire, across 27th , 28th , and 29th of December 2024, by Brookside Hall Community Centre, with specific activities for families, such as bouncy castles, face paintings, festive food and drinks, festive music, games with prizes, raffles, and more. 
The main reason as to why this event would be successful was generated after thorough research which concluded that after Christmas there are no activities organised for families, although they would love to have somewhere to go and enjoy themselves; and this can be used in the advantage of event organisers in the profit generated, and at the same time, in the advantage of the families that would be able to create special memories. Another feature that is used as a potential reason as to why this event will be successful is that the dates fall on a weekend, therefore more people are likely to attend. 
As a community centre, this event falls exactly under the activities promoted, and will bring community members together, which is the centre motto and mission. This event, if successful, is aimed to be turned into a tradition, and held yearly. By holding this event the community members relationships will be reinforced, and the local businesses and charity shops will be supported, which will have a positive impact on the local economy as well.
There is another important aspect to mention at this point, and that is represented by the fact that upon research it has come to light that not just Northampton is the only area where there is a lack of activities for people in the period between Christmas and New Year, therefore the event has the potential to attract visitors from surrounding areas, which will have a positive impact on local tourism.
All of the above reasons have created an outline and a background for the planning and delivering of the event, which will be discussed in detail later on (appendix 1, slide5).



3. The event cycle
According to Austin (2023) the planning of an event is a field that has improved and nowadays there are a few key stages that must be followed to ensure an event success, and these stages begin before the event is delivered, and end only after the event is consumed and evaluated afterwards; according to the same author, all these stages can be covered by using a twelve steps, and applying them to ‘End of year winter fair’ would look like following:
Step 1: Determine goals and objectives
As mentioned in introduction, the purpose of this event is to bring community members together, to support local businesses and charity shops that will have stalls within the fair; basically, to fulfil the community centre mission.
 Step 2: Budget and price
As a community centre, the financial resources are limited, therefore the budget is not sufficient, and sponsors will be needed, however in the return of profit. The budget for this event is:
Planning costs £5,000, Venue £3,000, Promotion £900, Staffing £2,500, Supplies £1,000, totalling the amount of £12,400. Some of these figures are unexpectedly low as, being a community association centre located in Northampton for over 14 years, there are a few well established relationships that can help in reducing costs. For example, the local newspaper will help with the publicity for free, when speaking of staffing, a few volunteers will participate, which again, will help reducing costs.
The price set is £15 entrance, per person, and a raffle ticket is £5. A minimum of 500 visitors per day are expected, which leads to £22,500 across the three days, and if just half of them purchase a raffle ticket, another revenue is expected , totalling £3,780, thus the grand estimated minimum total is £26,280.
The community centre does not have all the money needed for such a grand event, thus needing an investor to bring along £7,000, however with the guarantee that the investor will receive 40% of the sales, thus in the return of the £7,000, the investor will receive the amount of £10,512, and that is just a minimum estimation; If the event will attract more than 500 visitors per day, than automatically this amount will increase.  (appendix 1, slides 7 and 8).
Step 3: Date and venue
The dates set are strictly related to the after Christmas period, when a lot of shops are closed and there are no activities that they can attend. The event will be accommodated in front of the community centre, on the green grass area, however there will also be indoor activities, to maximise visitors experience and help them shield children from too much cold, thus there is no need to seek an expensive venue, and the community centre will only have to pay for gas and electricity used.
Step 4: Speakers, sponsors, and performers
Due to the event format, focused on child friendly and family friendly activities, there will not be too much entertainment, there will be background festive music, however visitors will mainly experience hot food and drinks, games, and activities for their children, thus there will not be a need for speakers and performers. 
Step 5: Visualisation of sales cycle 
All tickets will be sold at entrance, for the simple reason to save the high costs that a website with online purchasing would imply. This event is a community one, therefore word of mouth is expected to enhance the success and attract as many visitors as possible. However , there are partners that will help with promotion, such as the local newspaper, Northampton Chronicle, which will promote the event.
Step 6: Paperwork
So far, planning was addressed, and at this point the actual progress of the event needs to be considered, thus all paperwork, all licences, all contracts will be carefully monitored by the event managerial team, to ensure that legal aspects are met successfully, and unpleasant situations are avoided.
Step 7: Staffing
The community centre enjoys a lot of volunteers; however, the size of the event requires staffing, therefore budget was allocated for staff in the eventuality that volunteers will not be sufficient.
Step 8: The experience offered to visitors
McLeod (2024) suggest that Maslow’s hierarchy of needs enunciates that there are four needs that humans have (appendix 2), and this event meets four of them. The experience that the visitors will gain all together is a unique one, they will have the chance to create unique memories, to bond, in a joyous, cozy, and friendly ambiance. In more depth, the following needs will be met: 
1. Physiological- shelter, food, and drinks will be provided. Also, the fact that all children activities, such as bouncy castles and facepainting will be held inside will show care to visitor and will improve the event image into a thoughtful one rather than one focused only on generating revenues.
2. Safety and security- this event will give families and friends the occasion to gather together, therefore the social aspect is covered entirely.
3. Love and belonging- this event will increase the connection between community association centre holding the event, sponsors, partners, local shops participating, and community members, thus another important human need of love, belonging, friendship, and family is met.
4. Self-actualisation- by participating at this event, the visitors will be able to spontaneous, and experience focused, so another need will be fulfilled.
The remaining four steps are concerned on the reflection upon the results of the event. 
Step 9: Polling the attendees
After the event, the attendees will be sent out survey for them to fill in, collecting their feedback and suggestions. This will enable gathering valuable data and gaining of a non-biased overview of the event delivery and potential changes for future.
Step 10: Conversions
At this stage, the sell of tickets will be analysed, when were the most tickets sold, converting the data analysis into a useful tool to measure the success of the event.
Step 11: Return of investment (ROI) tracking
Return of investment can be calculated in percentage by deducting total cost amount from the total sales amount and multiplying it with 100, thus obtaining a clear insight about how effective the event was, and it can also be used to compare the different years amongst them.
Step 12: Comparison between goals and results
This last step requires the analysis of the goals set prior the event and the results obtained with the delivery of the event. This comparison will enable to find out the areas where the objectives were not achieved, thus helping to pinpoint the areas that need improvement. This analysis has to highlight both positive and negative aspects, what went as planned and what went wrong.
4. Event concept
From the moment entering the gates of the End of year winter fair, the guests will be delighted with festive music, family games with plush prizes, fire pit where they will be able to melt marshmallow, hot drinks and food. If they start to feel cold, they can enter in the venue, where there will be special activities for the little ones, such as bouncy castle, facepainting, finger food, animal shaped ballons (Appendix 1, slide 5).
All of the activities are meant to offer the visitor a welcoming atmosphere and to make them feel happy, valued, give them sense of belonging, bringing them together with friends and family (Appendix 1, slide 6).
5. Event management
The processes will include forming a planning committee responsible for setting dates, theme, confirming activities, secure sponsors, liaise with partners, sponsors and volunteers. 







6. Event budget
As mentioned before, some of the costs associated with the organization of the event will be reduced as we are a community centre.
	Planning costs
	£5,000

	Venue
	£3,000

	Promotion 
	£900

	Staffing
	£2,500

	Supplies
	£1,000

	TOTAL
	£12,400



7. SWOT analysis
	Strengths
· Indoor and outdoor development
· Fair price
· volunteers
	Weaknesses
· insufficient promotion due to insufficient funds

	Opportunities
· high demand
· no competition

	Threats 
· cold or rainy weather




Personal statement
I confirm that I have not used at all any AI tools or materials within my research and within the ideas presented in this report. 
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