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Introduction 

The event is a ‘70’s/ 80’s Disco Ball’ run at the Dylan Thomas Centre on the March 8th, 2024, 7pm – 11pm. Its aim being to entertain the targeted demographic who are students. The concept will be fancy dress relaxed event with entertainment from a private DJ, an alcoholic taster section from our sponsor Penderyn Distillery and canape service from the Dylan Thomas Centre. This will provide customers with a fun and nostalgic atmosphere enjoying some light refreshments before a serving of dirty fries and some whiskey and gin tasters.

My Role - 

Before the event, we all began research into Belbins Team Roles where I had found I am an Implementer which is the person who likes to get things done. Turning the ideas within the team and concepts into practice actions and plans. They can be conservative, disciplined people who work systematically and efficiently and are very well organized (Belbin, 2010). 
My role encompassed active participation in discussions and brainstorming sessions to conceptualize various themes for the event, including Wild West, Oscar awards, world explorer, and disco. Following this, I engaged in thorough research to identify suitable venues such as the Cwtch, Green Room Bar and Kitchen, Proud Mary, and Dylan Thomas Centre. I took charge of generating ideas for decorations, collaborating with the team to select the most suitable options as seen in appendices images 1-4. I played a pivotal role in marketing and advertising the event, leveraging personal social media platforms and word-of-mouth strategies to boost ticket sales as seen in image 5 of appendices. My primary responsibility revolved around managing costings, forecasting expected income and expenditure, and developing a comprehensive contingency plan for the event, considering the resources required for staging, staffing, and engaging external event suppliers. During the event, I assisted in the setup of the venue, particularly focusing on the creation and placement of balloon arches to enhance the ambiance and provide photo opportunities. Subsequently, I managed the welcome drinks section, ensuring a warm reception for attendees and actively engaging them in social media promotions. Throughout the event, I captured moments of customer enjoyment and event highlights for social media coverage. Finally, I facilitated the dismantling of the venue alongside the team, expressing gratitude to attendees for their participation.


Budget - 


The budget allocation of £700 for the event is carefully structured with the primary goal of achieving profitability through ticket sales which are serviced as a packaged experience. With the aim to sell 60 tickets priced at £15 each, planning and financial management are imperative to ensure a successful outcome. The budget encompasses various expenses including, marketing materials, refreshments, entertainment etc, all of which must be strategically managed to stay within the allocated budget. Decision-making regarding cost-effective solutions and resource allocation will be essential to maximize revenue generation and ultimately achieve the desired financial objectives of the event. By adhering to a well-defined budgetary framework, we can effectively balance expenditures with anticipated revenues, ensuring the event's overall viability and success.
Expected Expenditure 

	EXPENSES 
	
	
	

	DESCRIPTION 
	CATEGORY
	ESTIMATED COST
	OVERALL COST

	VENUE RENTAL
	Dylan Thomas Centre
	FREE
	FREE

	MARKETING
	Posters 
	£50.00
	£50.00

	DJ SERVICES
	Deposit 
Payment after deposit
	£25.00
£275.00
	£25.00
£275.00

	DECORATION
	80’s Backdrop 
Streamers 
Glow in the dark paint 
Glue dots 
Amazon Decorations
	£5.00
£4.00
£5.00
£1.50
£80.00
	£5.00
£4.00
£5.00
£1.50
£80.00

	STAFFING (VOLUNTARY)
	
Security
	FREE
£150.00
	
£150.00

	CATERING 
	Dylan Thomas Catering
	Estimated £240.00
	£240.00

	TOTAL EXPENSES
	
	
	£835.50




Expected Income 

	INCOME
	
	
	
	

	DESCRIPTION
	CATEGORY
	QUANTITY
	ESTIMATED INCOME
	OVERALL INCOME

	SALES
	Tickets (£15.00pp)
	Aim to sell 60
	Estimated income £900
	
£870




The overall costing for the event amounted to £835.50. Despite this expenditure, the event generated a commendable income of £870 from ticket sales, resulting in a profit of £35.50 as shown in image 6 of appendices. This surplus reflects financial management and effective cost control measures implemented by us. By balancing expenditures with revenue streams, the event not only achieved its financial objectives but also demonstrated its viability and success. 
These tables outline expected expenses and incomes incurred for the event, providing a breakdown of different categories of expected expenses incurred for the event. This includes venue rental, which is free due to the partnership with The University of Wales Trinity St David. Marketing the event by promotion through posters and social media. DJ services, decorations to create the venue, staffing which will be carried out by the 4 event organisers along with paid security show in in image 7 of appendices, and catering from an external provider with a bar provided at the venue that has their own staff. 
When it comes to the consideration of external event suppliers for the event, decorations have been purchased from Amazon and SHEIN. Posters and advertisement materials for marketing were printed from BDP commercial printing company.  Dylan Thomas has also agreed to provide unique food at the event, an agreement with a professional DJ for music and entertainment services and sponsorship from local Penderyn Distillery. 


Contingency Plan 

When there is a chance that an emergency may occur and action is required to either prevent or lessen the harm, a contingency plan is developed. It is a set of steps that are taken and used if problems arise during an event (Williams and Woods, 2023). Regardless of the obstacles, our contingency plan acts as a manual and reference for us, the event organisers, if we need to adjust and react quickly to minimise interruptions, uphold safety, but most of all its there to guarantee a successful event.  
To ensure effective execution of the contingency plan for our upcoming event, it is imperative to establish clear communication channels with all staff members and venue management (Oboloo). By presenting the contingency plan to all involved parties, we aim to foster a comprehensive understanding of potential risks and corresponding response strategies. Through transparent communication, every staff member will have access to the outlined plans, enabling them to proactively address challenges as they arise and contribute to the overall success of the event. Then by involving venue management in the plan, we emphasize the importance of collaboration and shared responsibility in mitigating potential disruptions (FasterCapital, 2023). By collectively reviewing and understanding the contingency plan, both staff and venue management will be well-prepared to execute necessary measures, ensuring the safety, satisfaction, and seamless execution of the event.

For our event, we have established communication channels to ensure seamless information flow, particularly during critical situations. We have selected a main point of contact who will serve as the central coordinator for all communication-related matters which was Mia. She will be readily accessible to all staff, DJ, caterer and attendees, to address inquiries, give updates, and coordinate responses to unforeseen circumstances. Additionally, recognizing the importance of communication, we have implemented backup methods to guarantee continuity in the event of disruptions or emergencies. These backup communication methods will include alternative phone lines and messaging platforms accessible to all team members. By prioritizing effective communication and designating both a primary point of contact and backup channels, we aim to ensure that information flows smoothly throughout the event, enabling swift and coordinated responses to any challenges that may arise.
Reviewing and updating the event plan is a vital aspect of ensuring its effectiveness and adaptability to evolving circumstances. Regular reviews allow us to assess the plan's alignment with current objectives and identify potential gaps or areas for improvement. By communicating with staff members and venue management, we can leverage diverse perspectives to enhance the plan's relevance. Whilst also staying attuned to external factors such as regulatory changes or emerging trends enables us to proactively adjust the plan to mitigate new risks. Through a dynamic approach to plan review and update, we can foster agility, resilience, and preparedness, ultimately enhancing the event's overall success.
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Venue Capacity (Crowds)

Health and Safety (Slips, Trips, Falls, Fire, Electrical, Medical and Evacuation)
Food and Beverage (Hygiene, Allergies and Diet along with alcohol consumption)
Technical faults (D equiptment and Photo booth)

Travel Disruption (Closed roads and increased traffic)

Security (Crowds, theft and behaviour issues)

Car Parking (No signage)

Financial (Budget overun, unexpected expenses and insufficent revenue)
Public Relation (Negative publicity, reputational damage due to incidents)
Regulatory and Legal (Compliance violations)

PRIORITY OF RISKS

Venue Capacity - LOW
Health and Safety - MEDIUM
Food and Beverage - MEDIUM
Technical faults - MEDIUM
Travel Disruption - LOW
Security - MEDIUM
Car Parking - LOW
Financial - MEDIUM
Public Relation - LOW
Regulatory and Legal - LOW

RESPONSE STRATEGIES

communicate emergency procedures to staff and evacuation p
Food and Beverage - Work with compliant caterers to meet food safety regulations, monitor food
preparation to maintain quality and hygiene standards
Technical faults - Conduct equiptment checks before the event and have backup equiptment if
needed
Travel Disruption - Proy formation to allow extra time to travel
Security - Employed security to moni implement bag checks and establish
communication for emergencies
Car Parking - Have clear signage and designated parking areas
Financial - Maintain accurate financial records and budget forecast along with monitoring revenue
streams, adjusting financial plans if needed
Public Relation - Respond promptly to inquiries or concerns from attendees and the public
Regulatory and Legal - Stay informed about relevant regulations, communicate with the venue to
check permits/ licenses needed and maintain documentation and records to demonstrate
regulatory compliance
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