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Introduction 
[bookmark: _Int_0MDH5U8M]This report outlines the strategic planning for an upcoming event, covering its concept, timing, location and program. The event is designed to celebrate the Travel and Tourism degree. The event aims to be targeted at students that are interested in tourism. It also outlines a detailed project plan using techniques like WBS and Gantt chart to ensure efficient execution. To promote this event, a marketing plan has been developed showing how, when and where marketing and communication efforts will take place. While as financial planning that address expected income, expenditure and staffing. Also contains a risk management plan, including health and safety measures and legal aspects. As well as contingency planning, an evaluation strategy, and clear division of responsibilities of the team. 
Event plan
An event plan is a detailed and organised document that shows all aspects of an event’s execution. It includes the events objectives, theme, concepts, venue, budget, timeline, staffing, marketing strategy and risk management. The plan ensures that all logistics are well-organised, the roles are clearly defined. To provide a clear roadmap to ensure that the event runs smoothly from start to finish. Dowson, R et al. (2015)
Description of the event and concept
The importance of the events concept is crucial because it provides a clear vision, and it can help to define the event's objectives and appeal. It can allow the team to shape the experiences for attendees, influencing everything from the atmosphere and activities to the overall branding. Getz, D. (2013) Themes are important because they provide a structured framework to understand the diverse aspects of event research, it allows the organisers to focus on emerging trends by identifying a theme. Mair, J. and Whitford, M. (2013).
The upcoming event is ‘’ Pearl In Time’’ that is a formal celebration of the Travel and Tourism degree, incorporating entertainment, dining, and beverages. This event's blue and white theme symbolises the value of cherishing significant moments, with the pearl representing rarity and elegance. This theme reflects the essence of the degree and its significance. The event includes a live DJ, guest speakers, and interactive elements such as a best dressed competition which allows a guest to win a prize and a raffle. Attendees are required to wear blue and white attire, to reinforce the event's theme and to enhance the overall appeal. As a group, it has been decided that the event will be held at the Dylan Thomas Centre. The event will begin at 7:00pm, when attendees are expected to start arriving, and will conclude at 11:00pm. 
This project focuses on planning and organising an event meaning this underpins as operational management and there are a lot of activities where it comes to operational management including organising the work, creating jobs, measuring the performance, scheduling, making sure everything is under control, marketing, financial operations, as well as human resources such as the staff and the crew at the Dylan Thomas Centre. Kumar, R. (2022) 
Another good example of managing an event is by the framework of EMBOK ‘event management the body of knowledge’ in which this tool helps how to manage different areas of event management, and it comes to five areas in which they are design that's where the content and theme of the event comes under, administration, meaning where the financial and resources are happening, marketing is another area in which the public relations and marketing plan of the event is happening, it also involves promoting the event for instance on social media, operations is also crucial because it involves communicating and logistics such as infrastructure and the last area is risk that’s where any risk management is taking place, and health and safety and security making sure everyone is safe. EMBOK. (n.d)



Aims and objectives
The aims of the live event project are to provide students with an opportunity to come together and socialise and to celebrate in a fun elegant atmosphere in which it can bring the sense of belonging as a community withing the UWTSD. It is also aimed at enhancing their appreciation for the travel and tourism degree. This upcoming event can be a personal leisure because guests can enjoy this event by the organisers to provide entertainment, bring people together, as a personal leisure is also meant that it can offer private moments of relaxation and fulfillment for all the participants. O’Sullivan, D. (2020).
For objectives SMART tool will be used to write effective goals, because setting clear objectives can manage to achieve the purpose of the event. Each aspect of the tool has a specific benefit to set the goals straight. Artsruni, N. (2022).
The objective of this project is to ensure this is a well-attended event with at least 50 students participating by creating an exciting and lively atmosphere and by creating that type of atmosphere the venue will be transformed into visually appealing space that reflects the theme of the white and blue colours through the decorations that as the group will be decorated by and organised. 
The way it will be measured by the number of attendees that will be participating in the event will be the ticket sales through Eventbrite. The achievable objective is to promote the event through social media such as Instagram through Pearl In Time account and boost the engagement with potential participants. From the social media engagement, the attendance can get increased in which is relevant to the goal to raise the event by building the community amongst the students to celebrate the degree together. This is all to be achieved by the 21st of February 2025 and the registration that has been open since the 24th of January 2025 until the event date.
Evidence of planning, techniques use of Gantt chart for time management  
The importance of responsibilities in an event is a massive aspect of ensuring that an event runs smoothly, it can prevent confusion and communication is improved. Responsibilities keep everything organised and efficient because when everyone knows their roles it can lead to a better experience for guests, and it can reduce problems during an event. Berners, P. (2017). Work Breakdown Structure (WBS) has been used to clearly show the roles in the event because it helps to divide the project into smalls segments that is easy to understand, it can be also easy to visualise from the ‘bird’s eye’ to see the project’s progress. Kagan, J. (2022).

[image: ]
It is useful to use a Gantt chart for time management because this tool helps with human resources, prevents material waste, visually shows all the tasks in which progress can be tracked. Ramachandran, K. et al. (2019). 
Gantt chart can be a motivational tool for the team because it allows them to view the project going forward, and it allows them to complete the tasks efficiently and on schedule. As is shown in fig. 1 all the different tasks are time managed by the deadlines which are shown at the top and the colours represent different people and their tasks.
Market research identifying the event consumer
The importance of identifying event consumers allows for effective event planning. By understanding the target audience, the event organisers can create a market strategy to meet the specific needs and preferences of the consumers. Also, by knowing the consumer it can lead to greater satisfaction and higher attendance by engaging experiences with the attendees. By understanding the consumer, it allows for effective resource management and ca help the organisers to choose the venue, entertainment and the events design. Shone, A. and Parry, B. (2013)
To understand the market research, it is important to define the target audience and the demographics for this event are the students ages between 18 up to late twenties of UWTSD because it is a celebration of travel and tourism degree however anyone is welcome to celebrate. 
Morrison (2013) emphasizes the marketing mix which are the four P’s, are the core tools to drive customer satisfaction and success. It enables the organisers to strategically design and deliver the products or services that meet customer needs and expectations. Kotler, P. and Armstrong, G. (2017)
The product should appeal to the identified demographic because it will allow for potential participants to want to buy the product, in which the product can be intangible meaning it can be the experience of the event or tangible meaning the physical products such as best dressed prize, buffet and a raffle. Damster, G. and Tassiopoulos, D. (2005).
The pricing of the tickets for the event is £20 as it has been decided as a group because it can offer potential guests a value for their money because it includes a buffet, welcome drink, entertainment such as live Dj, and a competition. Demand-oriented pricing has been taken into consideration because it is important for the demographic to be attracted to the price if the value has been included into the tickets and so it is also important to market it on social media. Bladen, C. et al. (2012). 
Place refers to where the event takes place. It has been encouraged to distribute tickets through a ticketing agency on Eventbrite because it can be an easy way for the participants to purchase and speed up the entry process into the venue. The place of the venue has been chosen as a group as well, which is Dylan Thomas Centre because it is an appropriate place because it is a part of the University, and it is a well-known location for the students to attend. Bowdin. G. A. J. (2010)
The last of the four P’s is promotion and by using the promotional tools will allow the group to communicate the value of the event to consumers and the tools are advertising on social media.  
For market strategy the SOSTAC framework will be used because it evaluates a successful event marketing. It stands for situation analysis, objectives, strategy, tactics, action and control. The purpose of analysis is to see “where are we now?”, meaning to understand the internal and external factors for that SWOT because it is a great tool for strategic planning. Evans, N. (2015)
The strengths are the internal strengths such as event objectives, good venue, a strong team. 
The weaknesses are that there is a limited budget and limited time for the tickets to be sold.
The opportunity is to successfully organise an event which will help to pass the module; however, the threat is that there might not be enough attendees. Teoli, D. et al. (2023)
The objective is to make the event to be a success, because it can help guide decisions about the event’s content, target audience, and logistics, to ensure all aspects are in line with the event’s goals. Goldblatt, J. (2010). The strategy is to achieve the objectives and to ensure that the tickets are being sold through marketing. The tactics are how will it be done, for instance through the digital marketing through social media, by traditional marketing by having posters around student accommodation. The action, meaning the plan of action for instance assessing the team responsibilities. Lastly there is control, meaning how it is going to be monitored, for instance feedback from attendees. Chaffey, D. (2022).

Operational Policies and Procedures 
In an event management policies and procedures play a vital role because they ensure that the event is organised effectively and legally. Getz, D. (2019) highlights the importance of policies and procedures for planning an event to make sure everything is organised, his framework involves a structured approach where the policies is defined by the guidelines and the procedures provide clear steps to follow for specific tasks for instance managing risks. 
Referring to Green Book it helps the UK government plan projects; the main goal is to spend the public money wisely and there are legal aspects to it for instance following the law, social and environmental impacts, managing public money and accountability. HM Treasury (2022).
Risk management plan
Emergency plan
Developing an emergency plan is important to keep all the guests safe in the venue, and emergency plan need to contain basic requirements such as handling any casualties, protecting property, clear communication and decision-making structure and removing people from any possible danger. BBC (2022). Perry and Lindell (2003) say that emergency planning, training and practice are important for being prepared for emergencies. The key idea is that emergency planning should be looked at as an ongoing process and not a product, and they constantly need to be updated according to any environmental changes. Emergency preparedness means to respond to any environmental threats in order to reduce harm to people's health and safety. To achieve preparedness involves planning, training and practicing alongside necessary tools. Gillespie et al. (1993)
[image: ]This is a risk assessment for the upcoming event that Nia prepared. As shown in this fig 2, these are the potential risks that could affect the project. The risks and hazards of the event ca be the bar because of the spilt drinks; however, the staff will be taking control over that, buffet can be a risk for instance not clear allergy awareness can cause someone harm, however the food allergens have been informed who suffers with the allergies. 
Contingency planning
This is a critical element of risk management, because it can prepare the organisers to effectively respond to unexpected events. By developing a contingency plan, it can minimize any potential impacts such as guest dissatisfaction. Firoozi, A.A. (2024) The events team should be aware of the contingency plan so they can be prepared for action, in which it can increase the speed. So, the contingency plan needs to include site maps, access routes and any scenario planning. Wale, D., et al. (2010).

Key performance Indicators
In event management, KPI’s is used to measure success and to assess the outcomes of an event, for both financial and non-financial reasons. It is important for organisers to track a variety of indicators to evaluate the effectiveness of an event, to measure the event's success and it can help to improve any future event planning. The indicators include metrics such as guest satisfaction and feedback which can be measured by surveys or social media, attendance of guests which can be measured by tickets sales, participant engagement is also one of the indicators and can be measured by levels of interactions during the event for instance a raffle that will take place. Masterman, G. (2022).
Evaluation strategy 
Evaluation is a structured process that assesses the design, implementation, and outcomes. It involves understanding how the intervention has been or is being carried out, its effects, the individuals it impacts, and the reasons behind those effects. The evaluation helps find areas that need improvement and gives an estimate of how effective the intervention was and whether it was worth the cost. It is useful before an event, so how is the event expected to be delivered, during an event to monitor and control, and after the event, how can it be improved for future. The purpose of carrying out an evaluation is to learn and take accountability. HM Treasury (2020).

Evidence of work and responsibilities
[image: ]As it shows in the fig.3 everyone has more than one role, Simon’s role is the venue meaning he takes care of bookings, layout and ticketing which implies he created a link for guests to book tickets from, Wiktoria’s is marketing meaning she oversees event posters and promotion, Jac is in charge of the welcome drinks, finance and Nia takes care of decorations for the venue, entertainment such as organising a Dj and Nia and Jac both take care of sponsors.
Wiktoria’s marketing evidence
The responsibilities were to create posters and target the demographics for the event which were the students in which Instagram account has been made to promote the event. A variety of posters have been made to attract the target audience such as ‘best dressed’ poster, a giveaway for a free ticket to engage with potential guests and it has worked quite well because people started sharing the post on their stories. However social media was not the only form of marketing used; the poster has been put up on the University board for other students to see, and to trying to get more ticket sales a poster for limited discount has been created in which it has helped to get a few more tickets, digital marketing also has been used, in the sense of the poster has also been put up on the University TV, and an email of asking if they are interested of coming to an event has been sent. 
Conclusion 
[bookmark: _Int_WKVlK82T]The strategic planning of the ‘Pearl In Time event demonstrates the comprehensive approach to ensure it is going to be successful. From concept development to risk management, the event has been designed to meet the objectives of celebrating the Travel and tourism degree while providing a social experience for students. Through the application of various tools that have been used such as Gantt chart, WBS, the SOSTAC framework, timelines, marketing strategies, clear responsibilities have been helpful to guide the execution of the event. By following a well detailed plan and considering all aspects of event management, the upcoming event is prepared to offer a memorable experience for the students. Also, the event reflects the collaborative efforts and detailed planning that are important in delivering a successful event.
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