
Maturine C SBTY7005 Portfolio 2 – Live Music & Events Management 
 
*Disclaimer: This event has now been postponed until further notice due to the 
Covid 19 global pandemic. 
 
In this portfolio I was asked to deliver a one-day cross media cultural live event held at Tileyard 
Studios. 
This portfolio artefacts will include the event management planning, meeting minutes, budgeting, 
licensing, staffing, programming, marketing and floor management.  
I will demonstrate analysis, critical thinking and cite case studies, data and opinion from robust 
sources as a good way to build robust narratives and arguments.  
 
I will assemble a small group to pull this off. This portfolio will individually document the groups 
activity of event management planning, marketing, executing and reflecting on the outcomes of 
the preparation for a 1-day cross media cultural live event held at Tileyard Studios. 
 
This portfolio will contain a detailed study of the event management plan, event financing, 
budgeting and project management will be included.  
 
In addition, this portfolio also includes a personal reflective summary of my involvement in any 
group activity related to the event. 
 
Practical and legal requirements inherent in the successful planning and execution of live events 
and festivals will be considered and critiqued. 
 
I will conduct primary research using the Tileyard community as source for interviews, other 
personal communications, masterclasses and data.   
 
I will demonstrate my analysis and critical thinking. Citing case studies, data and opinion from 
robust sources is a good way to build robust narratives and arguments. 
Whilst using reflective tools to troubleshoot, plan and evaluate the event and various elements of 
success or change in the run up to the event 
I will use an appendix to explain my artefacts, research and activities and all sources will be cited 
and referenced in the Harvard style. 
 
 
The Licensing Act 2003 
 
“The licencing act which became law in 2003 and began to have an impact in 2005 brought 
about major changes to how venues are licenced for focus was on health and safety and public 
order issues and it was a radical overhaul of the UK licencing system.” 
Harrison, A (ed.) (2017)  
 
 
Event management planning 
 
‘Event management is the discipline of initiating, planning, executing, 
controlling, and closing the work of a team to achieve specific goals and meet 
specific success criteria.’ – Natalie Smith 
 
Event outline 
 



On Saturday 4th July Club FRSH Presents the FRSHRZ Summer Invasion 3 Album release 
party. An all-day cross media cultural live event held at Tile yard Studios courtyard. Featuring 
and industry panel discussion hosted by Wisdom from Tile Yard Impact. DJ sets from Tom 
Foolery Beats and Psykhomantus. A full Fashion show featuring the latest collections from the 
GeekStar and FRSHRZ 2020 Clothing lines. Live performances Legendary UK songstress Terri 
Walker and UK Reggae sensation Natty Headlined by the Hip Hop Super Group FRSHRZ 
featuring special guests. This event will be free entry open to the general public between 3 and 
11pm. The public will be able to purchase food from one of our many food venders. Alcohol from 
the vinyl bar and Artist Merchandise. 
 
 
Meeting Minutes 
 
Week One: Brainstorm Ideas / Assemble team / Pre-Production / Budget 
Week Two: Islington Temporary Events Notice Application / Marketing plan / official artwork 
Week Three: Progress report / Build / Health and Safety / Public Liability Insurance 
Week Four: Final Prep / Preshow 
Week Five: Proposed evaluation  
 
*See Artefact F for full Minutes 
 
Team: 
 
Chasney – Club FRSHRZ / Tile Yard Education 
Wisdom - Tile Yard Impact 
Richard – Autonomy 
Tracy – Tile Yard Education 
 
 
Budgeting 
 
A Budget is 
•An itemised summary of estimated or intended expenditures for a given period along with 
proposals for financing them (submitted the annual budget to congress)  
•A systematic plan for the expenditure of a usually fixed resource, such as money or time, during 
a given period. (a new car will not be part of our budget this year)  
•The total sum of money allocated for a particular purpose or period of time (a project with an 
annual budget offive million pounds) 
•A business uses a budget to plan and provide estimations of income and expenditure for a set 
period of time. 

After meeting with local, relevant arts and youth organisations and researching an array of 
different funds in the area of this project, I managed to secure a sum of £1300 of income from 
other sources, as included in the table.  

£950 is confirmed and has been granted by the Arts Investment Fund in London (under Islington 
Council). Their fund helps those in Islington by funding projects to develop high quality arts and 
cultural activities. This boosts the local economy by improving arts and culture for people living 
in, working in and visiting Islington and develops the reputation of the county as a world class 
cultural location.  

Additional private income from a local youth organisation amounts to £350 and will contribute 
directly to participant and audience development spending in addition to My project management 
fee to ensure he is covered for transport.  



The total percentage of match-funding against the total budget is 8.97%.  

My last Grants for the Arts Event called 'Club FRSH' in 2019 had a total expenditure budget of 
£14,787.  I managed this budget independently and kept up to date with invoices, payments and 
weekly monitoring. I have managed several of my own Arts Council-funded events in the past, to 
a total sum of £34,880.  

I have also managed budgets for projects from three local councils and funders such as Awards 
for All and the Luton and Bedfordshire Community Foundation. I will be managing this budget 
with the assistance of NPO Small Green Shoots if necessary. The project finance will be ring-
fenced into a separate account to keep clarity and allow for easy monitoring of the funds on a 
weekly basis. A small cashflow chart will be created to ensure payments are exacting according 
to approved quotes and are made promptly to retain good relationship with our suppliers and 
partners.  

I am experienced with negotiating costs to provide excellent value. These skills will be used to 
maintain the budget and provide a cost-effective and value for money for this event.  

The budget was formed with the artists and participants heavily in mind. It was first necessary to 
form a list in order to find out what would be required for this event resource and material-wise. 
In-kind and match funding was also identified and secured beforehand to see what would be left 
to purchase/spend money on.  

Artist costs were cross-checked with NPO's like Small Green Shoots and Apples and Snakes 
before they were checked with the artists.  

For a lot of the costs, suppliers were chosen based on recommendation, quality and pricing. 
Potential VAT and delivery costs were also considered early on in the calculating process to 
avoid any last minute, unexpected charges. 
Some suppliers and services were picked because of the ongoing consumer relationship they 
have shared with me over the years, meaning 100% tried, tested and trusted suppliers.  

 
 
Staffing 



 
List staff call sheet 
Project Manager (Setting deadlines Managing expectations) 
•Festival director 
•Production manager 
•Operations manager 
•+ 3 friends with no defined role 
•Creative director 
•Operations director 
•License manager 
•Infrastructure manager  
•Creative assistant manager 
•Operations assistant manager 
•Press manager 
•Music office manager  
•Technical Production Manager 
•Finance manager 
•Performance manager 
•Head Security 
•Head Steward 
•Waste Manager 
•Stage Manager  
•Artists Liaison Manager 
•Costume Manager 
•Build Manager 
•Decor Manager 
•Lighting Manager 
•Transport Manager internal/ external  
•Programme Manager 
•Ticket manager 
 
•Zone Manager 
•Site Manager 
•Trader Manager 
•Production office manager 
•Site Office Manager 
•H&S Manager 
•Event Control Manager 
•Production Manager 
•Ped Gate Manager 
•Crew Gate Manager 
•Welfare Manager 
•Information Point Manager 
•Bar managers 
 
•Stewards 
•Security 
•Carpenters 
•Welders 
•Painters 
•Set builders 
•Performers 
•Site crew 
•Artists Liaisons  
•Stage Manager 
•Lighting engineers 
•Stagehands 



 
•Litter pickers 
•Scaffolders 
•Box office staff 
•Sound engineers 
•H&S team 
•Programme sellers 
•Production office staff  
•Music Office Staff 
•Runners 
•Caterers  
•Site Artists  
•Bar staff 
 
 
Programming 
 
3pm Event stars 
3-4pm DJ Tom Foolery beats 
4-5pm Industry Pannel (Featuring Geekstar, Natty, Terri Walker & FRSHRZ) 
5-6pm DJ Psykhomantus Presents… VisionBombing 
6-7pm Geekstar / FRSHRZ Fashion Show 
7-8pm Natty 
8-9pm Terri Walker 
9-10pm FRSHRZ + Guests  
10-11pm Networking 
11pm Event close 
 
 
Marketing 
 
Mailouts to database 
Flyering / postering – at venue & elsewhere 
May front some of cost of online ads via socials 
Press ads in relevant publications 
Some promoters also own venues 
 Ads/listings in programmes 
Some run ticket selling sites – prominent placements 
Help procure good local support acts to boost ticket sales 
Push via social channels 
Online ads via socials (best driven from artist’s own page) targeting similar artists 
PR/Promotion – interviews etc 
Make ticket purchase easy 
First & foremost, include the best ticket purchasing links on the artist website 
Make the option to ‘buy’ obvious 
Better still, sell direct from site, to control the experience and receive income 
Fliers + Marketing plan budget 
Designer  
Printing costs 
Radio ads 
Capital Xtra, 1Xtra, BBC London,  
Ad space on the local paper 
We worked alongside my mentor Richard from Autonomy Music Group who are part of the Tile 
Yard Community for a reduced undisclosed fee. 



 
Autonomy provided us with a package which included Online promo that included 
Mixmag, NME, Time Out Listings.  
Socials online, print, radio, fliers and posters. 
 
 
“Local press includes the local newspapers magazines news stations and radio stations even 
though most local outlets will have an online presence as well with blogs and Facebook pages 
for majority of their readership is local so the majority of the things they discuss are local so 
when you pitch local media outlets you must have a local focus.” 
Herstand, A (ed.) (2017) 
 
  
 
 
Floor Management 
 
Ensure all equipment is working on the set, before and during show  
Ensure on air talent's hair, microphones, and clothing are in working order and presentable for 
camera 
Ensure set is clean and free of debris that might show up on camera 
Inform director and producer of off-camera action  
Give them no time and have to be done with the set in under 30 seconds before the end of 
commercial break  
Understand entire show in order to make changes when needed to set, props, etc.  
Brief talent/guests on what to expect during show  
Help plan the show  
Deal with light & sound adjustment during show  
Deal with technical issues during show  
If there is an audience, seat them, manage them during show, cue them. 
 
 
Summary 
 
In this portfolio I delivered a plan for a one-day cross media cultural live event held at Tileyard 
Studios. 
This portfolio artefacts includes event management planning, meeting minutes, budgeting, 
licensing, staffing, programming, marketing and floor management.  
I demonstrated analysis, critical thinking and cited case studies, data and opinion from robust 
sources as a good way to build robust narratives and arguments.  
 
I assembled a small group to pull this off. This portfolio has individually documented the groups 
activity of event management planning, marketing, executing and reflecting on the outcomes of 
the preparation for a 1-day cross media cultural live event held at Tileyard Studios. 
 
This portfolio contains a detailed study of the event management plan, event financing, 
budgeting and project management included.  
 
In addition, this portfolio also includes a personal reflective summary of my involvement in any 
group activity related to the event. 
 
Practical and legal requirements inherent in the successful planning and execution of live events 
have been considered and critiqued. 
 



I conducted primary research using the Tileyard community as source for interviews, other 
personal communications, masterclasses and data.   
 
I demonstrated my analysis and critical thinking. Citing case studies, data and opinion from 
robust sources. 
I used reflective tools to troubleshoot, plan and evaluate the event and various elements of 
success or change in the run up to the event. 
I have used an appendix to explain my artefacts, research and activities and all sources I have 
cited and referenced in the Harvard style. 
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Appendix 

A. Ariel event plan. 
B. Design ideas for the Club FRSH stage 
C. Final Flier designed by Autonomy 
D. Islington application for a premises licence  
E. Islington Temporary Events Notice Application 
F. Meeting Minutes 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
Artefacts 
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Artefact E

 
 
 
 
 
 





 
 
 



 



 
 
 

 
 



 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Artefact F 
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