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Introduction

The event plan is showcasing a thorough planning and execution of a 70s 80s Disco Ball event, with the primary goal of embarking on a nostalgic trip to capture the essence of the disco period. 

With a firm commitment to accuracy and an unshakable drive to preserving the essence of the 1970s and 1980s, our goal is to precisely construct an experience that embodies the energy and excitement associated with this renowned era. 

Our goal is to transport participants to a distant period where the buzzing sounds and dazzling lights of the disco era, achieved via a blend of meticulous attention to detail and a genuine enthusiasm for disco culture.

Aims and Objectives 

The aims and objectives for our 70s-80s disco ball are multifaceted. First and foremost, we want to accurately replicate the disco period environment, sending attendees back in time with appropriate music, design, and lighting. The centrepiece of this project is the disco ball, which captivates spectators with its brilliance and reflection.

Our event is intended to encourage social contact, with plenty of opportunities for socialising and interacting. Safety and comfort are crucial, allowing attendees to enjoy the event without worry. We hope to create a memorable event by carefully organising and executing it, capturing moments using a photo corner, and leaving an impression on everyone who attend.


















Event plan time frame 
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	Time Frame
	Tasks

	4

	· Event goals (EMBOK)

Theme Immersion: The primary goal of the 70s 80s ball is to immerse attendees in the vibrant culture and nostalgia of the 70s and 80s. This involves creating an atmosphere reminiscent of these decades through decor, music, fashion, and entertainment choices.

Brand Promotion: For organisers or sponsors, the event presents an opportunity to promote their brand or organisation by aligning with the themes of the 70s and 80s in a creative and memorable way. This may involve incorporating brand messaging, logo placements, and promotional materials into the event without overshadowing the overall theme.

Attendee Experience: Another key goal is to provide attendees with an unforgettable experience that transports them back in time and allows them to relive the essence of the 70s and 80s. This includes offering engaging activities, interactive elements, and opportunities for socialising and networking.

· Event Budget (EMBOK)

Decor and Theming: Budgeting for decor elements that evoke the ambiance of the 70s and 80s, including retro furniture, lighting, signage, and thematic props. This may involve sourcing vintage items, hiring decorators, or purchasing themed decorations to enhance the visual appeal of the event space.

Catering and Beverage: Budgeting for catering services to provide themed food and beverage options inspired by popular dishes and drinks from the 70s and 80s. This may include retro cocktails, comfort foods, and dessert selections that appeal to attendees' tastes and preferences.

Marketing and Promotion: Allocating resources for marketing and promotional efforts to attract attendees and generate excitement about the event. This may include advertising expenses, social media campaigns, printing flyers or posters, and partnering with media outlets or influencers to reach target audiences effectively.

· Event content 

Music and Entertainment: Have a playlist featuring hit songs from the 70s and 80s, including disco, rock, and pop. Consider hiring a live band or DJ specialising in retro music to keep attendees happy throughout the event. Additionally, incorporate themed entertainment such as dance performances, karaoke sessions, or costume contests to engage attendees and enhance the nostalgic atmosphere.

Interactive Experiences: Offer interactive experiences that allow attendees to participate actively in the event. This could include photo booths with props and backdrops inspired by the 70s and 80s, vintage arcade games, themed trivia or quiz games, and DIY craft stations where guests can create their retro-inspired souvenirs.

Catering Offerings: Create a menu featuring popular dishes and drinks from the 70s and 80s, as well as modern interpretations with a retro twist. Serve signature cocktails, classic comfort foods, and nostalgic desserts that evoke memories of the era.

·  Management tactics

Effective Planning: Develop a comprehensive event plan outlining key tasks, timelines, and responsibilities to ensure all aspects of the event are well-coordinated and executed seamlessly. Assign roles to team members or volunteers and establish clear communication channels to facilitate collaboration and problem-solving.

Technology Integration: Leverage technology to streamline event operations and enhance the guest experience. Utilise event management software for online registration, ticketing, and attendee tracking. Implement cashless payment systems or RFID wristbands for seamless transactions and access control.

Contingency Planning: Anticipate potential challenges or unforeseen circumstances and develop contingency plans to address them effectively. Prepare for inclement weather, technical issues, or other emergencies by having backup equipment, alternative indoor/outdoor spaces, and communication protocols in place.


· Promotion channels 

Social media: Leverage popular social media platforms such as Facebook, Instagram, and TikTok to promote the event and engage with potential attendees. Create visually appealing posts, share teasers, and behind the scenes content to build curiosity and anticipation.

Word-of-Mouth: Encourage word-of-mouth promotion by incentivising attendees to refer friends, family, or colleagues to the event. Offer group discounts, referral bonuses, or exclusive rewards for attendees who bring new guests, fostering a sense of community and excitement surrounding the event.

Traditional Advertising: Supplement digital marketing efforts with traditional advertising methods such as print ads, flyers, posters, and radio spots to target older demographics or those less active on social media.

· Venue

Capacity and Amenities: Select a venue that can comfortably accommodate the expected number of attendees while providing essential amenities such as parking, restrooms, coat check, and accessible facilities.

Budget Considerations: Evaluate the venue's rental costs, additional fees, and catering requirements to ensure it aligns with the event budget and financial objectives. Negotiate favourable terms, discounts, or package deals with the venue management to maximise value and minimise expenses without compromising on quality or guest experience.

Thematic Relevance: Choose a venue that aligns with the theme and ambiance of the 70s and 80s, such as a retro-style nightclub, ballroom, or event space with vintage decor and architectural elements.

· Communication tactics

Theme Integration: Use the event's 70s and 80s theme in communication messaging to generate nostalgia and attract the target audience's attention. Use retro-inspired language, graphics, and allusions to ensure a consistent and immersive experience across all communication channels.

Digital Platforms: Use a variety of digital communication channels, such as social media platforms and event websites, to successfully reach and engage your target audience. Create intriguing information, such as event teasers, countdowns, and behind-the-scenes, to increase anticipation and excitement in the lead up to the event.

Performance Analysis: Compare the effectiveness of communication methods to defined KPIs such as ticket sales, website traffic, social media participation, and attendance measurements. Identify accomplishments, problems, and potential for optimisation to improve communication methods and maximise effectiveness.




An event plan is a necessary blueprint for the successful execution of any event. It gives clarity of purpose by describing the event's aims and goals, ensuring that all stakeholders are aligned. Our event plan assists us in making educated decisions about money, venue, equipment, and people needs by allocating resources in detail. As highlighted by the reference, (Mallick, 2023) "The success of an event is heavily reliant on the planning process." Therefore, meticulous planning, encompassing stages such as conceptualization, budgeting, scheduling, and execution, is vital to ensure that all aspects of the event are organized and that everything runs according to plan.

Establishing a timetable with major milestones and deadlines, as emphasised by the reference, (Moore, 2019) "The initial brief and planning is critical to a flawlessly executed event. A successful event requires a detailed master plan and a timeline and budget that is adhered to," allows us to have successful time management and decreases the likelihood of last-minute issues. By adhering to a detailed master plan and timeline, we ensure that all aspects of the event are organised and executed according to plan, minimising the risk of delays or oversights. This structured approach to planning facilitates efficient coordination and resource allocation, ultimately contributing to the overall success of the event. 

Furthermore, the plan makes risk management easier by recognising possible obstacles and developing solutions to solve them, therefore increasing the event's resilience. As a communication tool, it promotes coordination between our group and collaboration among organisers, sponsors, and participants, ensuring that everyone knows their respective roles and obligations.

Lastly, the plan establishes quality assurance requirements to ensure consistency and effectiveness throughout all parts of the event. Following the event, it acts as a helpful reference for assessment and development, allowing us to learn from any mistakes we have made and how we can improve it for future events.
Risk Assessment

	Event Name:
	70s / 80s Ball
	Date:
	08/03/2024
	Venue:
	Dylan Thomas Centre




	Activity /
Area of Concern
	Hazards Identified

	Persons at Risk

	Current Risk Factor 
(high, medium, or low)

	Actions to be Taken to Minimise each Risk.

	New Risk Factor
(high, medium, or low) 


	Venue 
	Capacity.

Structural Integrity.
	Attendees 
	Low
	Ensure that the venue's capacity is not exceeded to prevent overcrowding and potential safety hazards. 

Assess the structural integrity of the venue to ensure it can safely accommodate the planned activities and guest numbers.

	Lo

	Health and Safety 
	Slips, Trips, and Falls.

Fire Safety. 

Electrical Safety.

First Aid.
	Attendees
	Medium
	Ensure that walkways are clear of obstacles and spills are promptly cleaned to minimise the risk of slips, trips, and falls.

Verify that fire exits are clearly marked, unobstructed, and accessible. Ensure that fire extinguishers are in place and that staff are trained in fire safety procedures. 

Check that electrical equipment, such as lighting and sound systems, are properly installed and maintained to prevent electrical hazards.

Have a designated first aid area and trained personnel available 
	Low

	Food and Beverage
	Food Hygiene.

Allergies and Dietary Restrictions.

Alcohol Consumption.
	Attendees
	Medium
	Ensure that the catering company complies with food safety regulations and maintains proper hygiene standards during food preparation, handling, and serving.

Collect information on guests' allergies and dietary restrictions to accommodate their needs and prevent allergic reactions.

Monitor alcohol consumption to prevent over-intoxication and ensure the safety of guests. Consider implementing a drink limit or offering non-alcoholic options.

	Medium

	Entertainment Risks

















	DJ Equipment Safety.

Photo Booth Safety.

Noise Levels.












	Various
















	Medium
















	Ensure that the DJ equipment is set up properly and safely to prevent accidents or malfunctions during the event. Ensuring the DJ has appliance testing records and public liability insurance.

Verify that the photo booth is securely set up and does not pose any risks of tipping over or causing injuries to guests.

To ensure compliance with local noise ordinances and prevent disturbances to neighbouring properties, we will carefully monitor sound levels throughout the event. By setting appropriate limits on music volume and strategically positioning speakers, we aim to minimise noise transmission beyond the venue's boundaries. Additionally, we will adhere to any applicable time restrictions.

	Low

















	Security Risks
	Guest List Management

Property Protection

Crowd Control

	Attendees
	Medium
	To avoid interruptions caused by gate crashers and unauthorised persons, only invited guests should be granted admission to the event.

Implement security measures to prevent theft or damage to property, including valuable items and equipment.

Have a plan in place for managing crowds, especially during peak times such as arrival and departure, to maintain order and prevent potential conflicts.

	Low

	Risk of fire
	Burn or smoke injuries
	Attendees
	Medium
	Ensure the event venue complies with fire safety regulations and has appropriate fire exits, extinguishers, and alarms.

Prohibit smoking in areas where it's not permitted and provide designated smoking areas equipped with ashtrays.

Communicate fire safety protocols to event attendees through signage, announcements, or written materials.

Develop and communicate a clear evacuation plan with designated assembly points.

Ensure that emergency exits are clearly marked and unobstructed.

Avoid using flammable decorations or materials in the event space.



	Low

	Car Parking

	Injuries caused by moving vehicles
	Attendees
	Medium
	Implement clear signage directing attendees to designated parking areas.

Use traffic cones, barriers, or ropes to delineate parking zones and guide vehicles safely.

Provide adequate lighting in the parking area, to enhance visibility and deter criminal activity.

Estimate the number of attendees and vehicles expected at the event to determine the required parking capacity.

Reserve accessible parking spaces for individuals with disabilities and ensure that they are clearly marked and easily accessible.

Designate separate entry and exit points to prevent congestion and facilitate smooth traffic flow in and out of the parking area.
	Low



Conducting a risk assessment for our 70s-80s disco event is paramount to ensure the safety, legal compliance, and overall success of our event. By identifying potential hazards such as overcrowding, tripping hazards, or equipment malfunctions, we can proactively mitigate risks and create a safe environment for attendees. As emphasised by the reference (Council, 2022), "A risk assessment is an essential feature of planning any event." It further highlights the significance of this process, stating that it "identifies all the potential risks that may arise from holding an event and lists the steps event organisers will take to reduce or mitigate identified risks." Therefore, conducting a thorough risk assessment allows us to anticipate and address potential risks effectively, ensuring the safety and success of the event.

Moreover, addressing potential risks early on helps protect against financial losses and repetitional damage associated with accidents or incidents during the event. Implementing contingency plans for unforeseen circumstances such as power outages or medical emergencies further enhances preparedness and minimises disruptions.
Marketing Plan
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Description automatically generated]Marketing is crucial for the success of our 70s-80s disco event as it serves several essential purposes. 

Firstly, effective marketing efforts help generate awareness among our target audience, utilising channels like social media, newsletters, and advertisements to spread the word about our event. Building anticipation through teaser campaigns and sneak peeks enhances excitement leading up to the event, driving interest and attendance. 

Moreover, strategic marketing, as emphasised by the reference, (Jain, 2022) "Effective marketing strategies play a pivotal role in establishing a strong presence in the market and connecting with the target audience," allowed me to target specific demographic groups and niche audiences, maximising engagement, and ticket sales. By incentivising attendance with promotional campaigns and special offers, I was able to boost revenue and ensure a successful turnout. 

This strategic approach not only increased event attendance but also helped establish a strong connection with the target audience, laying the foundation for future engagement and brand loyalty. As highlighted by the reference, (Experience , 2022) "73% of event planners believe that personalisation and data-driven marketing is a priority for their events," personalised and data-driven marketing strategies can further enhance this connection. By tailoring marketing efforts to the preferences and interests of attendees, we can create a more engaging and memorable experience, fostering stronger relationships and driving continued participation in future events.

Additionally, my effective marketing helped attract potential sponsors, securing valuable resources and enhancing the event experience.
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