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INTRODUCTION

On the 3rd of April 2023, a live music performance called "Future Vinyl" took place in
London's Vinyl Cafe. The event's goals were to highlight up-and-coming musicians
and give students and industry professionals a chance to interact and network.
Emerging artists gave live performances at the event, which was followed by a DJ
set to wrap out the evening. Students and business professionals, notably those
affiliated with the Tileyard network, attended. There was plenty of time for attendees
to enjoy the music and interact with others in the industry because the event began
at 6 pm and finished at 11 pm. In this paper, I'll discuss the event's schedule, setting,
participants, budgeting, licensing, practical and legal requirements and general
success.

6 P’s

The notion known as "the 6 P's" emphasises six essential factors that must be taken
into account while managing and preparing an event: product, people, place, price,
promotion, and production. Event planners and managers may make sure that their
events deliver an engaging and meaningful experience, are performed logistically
successfully, and fulfil the needs and expectations of their target audience by
carefully taking into account these factors. The concept of the six P's is a very helpful
tool for assuring the success of events and can reduce the possibility of unforeseen
issues or problems developing during the event. (6PMarketing.com, 2022)

In this situation:

- Product: Songwriters + DJ Showcase
- Price: Free
- Place: Vinyl Café (Appendix A)
- Promotion: Night Hosted by Music Business Masters Students + Talents of

Tomorrow.
- People: Tileyard Students, Tileyard Professionals and friends.
- Presentation: Posters, Social media marketing (Appendix B)

ROLES

The distribution of team roles is a crucial aspect of event planning in addition to the
six P’s. It is crucial to have a team that is well-organized and has roles and
responsibilities that are well-defined if you want to manage the event effectively from
start to finish. I'll go over the main responsibilities given to the team for the "Future
Vinyl" event in the following section, as well as how each team member helped make
the event successful.
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We have developed four main teams with specific tasks for the event:

Budgeting
- Creating cost breakdowns of any items
- Working with any sponsors garnered for the event

The team was composed of Rabia, Wyn and myself, Antoine.

Marketing
- Social media marketing and engagement
- Curating assets to be used across multiple platforms

The team was composed of Isabella, George and Marina.

Curation/Liaison
- Finding artists for the event

The team comprised Anna (In liaison with Jamie), Rabia, Wyn, Taeshawn, and
Shannen.

Event Management
- Organization of event space
- The running of the event on the day
- Making sure that all roles and tasks are on schedule
- Floor plan

The team comprised Isabella, Felix - Tech planning, Rabia, Taeshawn, Shannen
(running order, scheduling), Anna (floor plan), Marina and myself, Antoine.

A detailed version of the teams and roles, can be found in Appendix C.

BUDGETING

Let's examine the budgeting sheet in more detail now that the team has been
established and their individual duties have been described. Like any event, keeping
expenditures in check and making sure the event is profitable require the creation
and management of a budget. We'll go over the various cost categories and break
down the costs related to each one in the section that follows. You will have a
thorough grasp of how the "Future Vinyl" event budget was developed and how each
item was recorded by the time it is all said and done.
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Costs

Two members of the venue staff had to be paid from 7:00pm to 0:00. (12£/hour)

Security guard, paid 20£/hour from 8:00pm to 0:00.

Sound technician, paid 15£/hour from 4:00pm to 11:00pm.

Revenue

During the "Future Vinyl" event, attendees had the opportunity to tip the artists
performing on stage as a way of showing their appreciation for their talent. While
tipping with cash did not incur any additional fees, tipping with a credit card came
with a 1% tax fee. In total, £97 were tipped by card, and £7 were tipped by cash. At
the end of the night, the total amount tipped was divided equally between the seven
performers, regardless of whether the tip was given by card or by cash. This was a
way of recognizing the hard work and dedication of each artist and showing them
that their efforts were truly appreciated by the audience.

All of the above can be found with more details in Appendix D.
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LICENSING

We had to ensure that we comply with the Licencing Act of 2003 as part of our
preparations for the "Future Vinyl" event. This law ensures that gatherings are held in
a safe and controlled way by regulating the sale of alcohol, regulated entertainment,
and the provision of late-night refreshments. For permission to host the event and
offer alcoholic beverages at the Vinyl Cafe, we submitted for a Temporary Event
Notice (TEN). This asked us to give information about the occasion, such as the type
of entertainment, the number of guests, and the operating hours. By abiding by the
rules outlined in the Licencing Act of 2003, we were able to guarantee the security of
our guests and give everyone who participated a special experience. After dealing
with Georgina Caroline Brown, we got the Licensing Act of 2003. The document can
be found in Appendix E.

Risk Assessment

We had to deliver a risk assessment form as part of the event planning procedure.
We can put steps in place to reduce or eliminate the risks and hazards linked with
the event thanks to the help of this paper. We determined several potential concerns,
including fire dangers, crowd management difficulties, and trip hazards, and we took
action to reduce these risks. In order to manage the crowd safely, for instance, we
made sure that all of the electrical equipment was in good working order, designated
clear emergency exits, and had adequate staff members on hand. By completing this
form, we were able to guarantee that the event would go off without a hitch and that
both guests and performers would be in a safe and secure setting.

A detailed version of the Risk Assessment document can be found in Appendix F.

Event Management Plan

To hold the "Future Vinyl" event, our team had to prepare an event management plan
in addition to a risk assessment form. From the venue's layout to the precise duties
of each team member, this plan described every facet of the event. We were able to
make sure that everything went according to plan and that everyone was on the
same page by developing a detailed plan. The strategy also enabled us to foresee
possible dangers or problems that might develop during the event and take proactive
measures to solve them. In general, the event management plan was a vital tool that
assisted us in organising and carrying out a memorable event.

An event management plan is required in order to host an event since it helps to
assure everyone's safety and wellbeing. Event planners can identify potential risks,
hazards, and other problems that could affect the event or the attendees by
developing a thorough strategy. In addition, the plan aids in ensuring that the
required licences, permits, and insurance coverage are in place and that all parties
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involved, including suppliers, performers, and guests, are aware of their respective
roles and obligations. The bottom line is that an event management plan is a vital
tool for planning a successful and secure event and is frequently needed by local
government officials and other regulatory organisations.

The whole filled document can be found in Appendix G.

TIMETABLE (GANTT CHART)

A Gantt chart that gave a thorough timeline of the event planning process was also
prepared in addition to the risk assessment and event management strategy. The
entire process was outlined in a Gantt chart, from selecting the location to getting all
required permits and licences to setting up security, developing communication
strategies, and liaising with artists and vendors. We were able to see the project's
timeline and make sure that all tasks were finished on time by using a Gantt chart.
This made it easier for us to keep on schedule and organised throughout the
planning phase, which eventually produced a successful and well-run event.

The event's Gantt chart was made, and it covered the period from February 1 to April
8. It involved a wide range of activities, from looking into potential dates for the
evening to wrapping up all the administrative paperwork and making security
arrangements. Checking that all artists and suppliers had gotten their payment was
the last item on the Gantt chart, which was done to make sure that everyone
engaged in the event had been fairly reimbursed for their time and work. Overall, the
Gantt chart served as a crucial tool for planning and managing the event, ensuring
that everything went off without a hitch.

A detailed version of the document can be found in Appendix H.

TICKETS

We established a Ticketmaster page to control attendance and guarantee adherence
to the venue's rules in order to ensure security during the event. Even though they
were free, the tickets served as a useful tool for planning the event's attendance and
ensuring that we wouldn't fill the space to capacity. The information on the
Ticketmaster page also helped us make plans for future events by giving us useful
information on the amount of participants, their demographics, and their interests.
Additionally, we were able to monitor attendance and confirm that everyone who
attended the event had registered in advance thanks to the Ticketmaster page. This
was a crucial security step to guarantee that only people who had been given
permission to attend the event may enter.
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FLOOR PLAN

The team had to shift the café's furnishings and design a floor plan that showed
where everything would be located, including the first aid supplies, emergency exits,
and other crucial elements, to guarantee that the event went off without a hitch. This
was crucial to ensure that everyone could walk around the area without difficulty and
didn't block any emergency exits. The floor design also aided in the seamless and
effective operation of the event by giving all the organisers a better grasp of how it
was laid out. The team was able to create a secure and pleasurable environment for
all participants by taking the time to design and set up the event venue beforehand.

The detailed floor plan can be found in Appendix I.

CONCLUSION

In conclusion, all team members had to put in a lot of effort and commitment to the
event's planning and implementation. Numerous variables, including funding,
marketing, curation, event management, licencing, risk assessment, and security,
had to be taken into account. To make sure everything went without a hitch, we had
to draught a floor plan and a Gantt chart. We were able to set a limit on guests and
adhere to the venue's rules thanks to the Ticket Master page. The event was a huge
success despite the difficulties we encountered, including the extra tax levy for
tipping artists with a credit card and the unexpected weather. The audience loved the
event, and the performers were all well-liked. As a team, we are proud of our
accomplishments and eager to plan more great events in the future.

APPENDIX

Appendix A (Vinyl Café)
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Appendix B (Promotional asset)
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Appendix C

Appendix D
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Appendix E (Licensing Act 2003)
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Appendix F (Risk Assessment)
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Appendix G (Event Management Plan)
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Appendix H (Gantt Chart)

Appendix I (Floor Plan)
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