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Executive Summary

The purpose of this report is to analyse an event that has recently been attended. The event will be analysed and reviewed and written up as a report. The report will discuss what the main features and facilities were at the event, along with a checklist. Notes were taken during the event to help ensure all points are critically analysed and reviewed. It will be mentioned what was good during the event, what was not so good and why was it not good. Recommendations will be given on what could be improved if the event was to take place again in the future. 
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Introduction

In this report, the individual will discuss and evaluate an event that has previously been attended and will produce a review to the management team. A checklist will be included in the report to ensure that the event has been thoroughly analysed and reviewed. 
There are four types of events that can be held in the events industry, Local/Community events, Major events, Hallmark events and Mega events. As Getz (2005) states, ‘an event is a one time or infrequently occurring event outside normal programmes or activities’.    
The event that will be analysed during this report is an engagement party that was attended on Saturday November 4th 2017; the engagement party was a type of local event, where approximately 150 guests attended. The chosen venue was a suitable size; the main hall was used for the event which catered perfectly for the number of guests. As suggested by Chaturvedi (2009), ‘This is probably the single most important aspect of planning an event or seminar’. The location of the venue was not very suitable for guests who were not familiar with the area, as it was quite hard to find, along with no directional signage which made it slightly harder. As stated by Halsey (2010), ‘Providing clear directions and information is a necessity that should be addressed during event planning’. There was enough car parking space outside the venue for the guests, although it is not a fairly big car park, most of the guests did not turn up with their own vehicles as they were drinking alcohol during the event. The size of the venue was appropriate, as there were enough seats for everyone to sit, as well as enough room for guests who went up to the dance floor. The accessibility of the venue was suitable as there was disabled access to get inside for anyone with a wheelchair. There was also enough access in the car park in case of any emergency vehicles and a door in the room where they could come straight in, rather than through the main entrance. As Damster and Tasslopoulos (2005) states, ‘There is a need to ensure adequate parking for spectators, loading/unloading areas for suppliers, access and parking for emergency vehicles, and parking for buses and taxis’. The decor and furnishings fitted in appropriately at the event. There were table cloths on the tables with ‘engagement’ confetti scattered over them, which was highlighting the main name of the event, along with rings also placed on the tables. There were banners placed on the main doors, so that guests knew which room the event was located in and also on the walls inside, and then there was balloons placed on each table, along with dangling from the lights on the walls. Buffet food was catered at the event, ensuring that it was suitable for different types of guests. The usual sandwiches, crisps and cupcakes were there, as well as different types of foods such as Indian food, flavoured rice’s and pastas. There was a bar at the venue where guests could purchase their own soft drinks or alcoholic beverages which were reasonably priced. As observed by Davis, Lockwood, Pantelidis, Alcott (2012), ‘The provision of food and beverage is often of paramount importance to guarantee the success of the event’. There was a DJ there throughout the event that provided special lighting effects for the duration of the event. At the start of the evening, there were dimmed lights on in the hall whilst guests were getting their food. They were then turned off and the DJ had put disco lights on whilst the music was playing. Different genres of music was played throughout the night such as 80’s, 90’s and up to date songs, to ensure that the same type of music was not playing on repeat for the duration of the event. Toilet facilities were at the venue for both male and female guests. Throughout the night, staff who work at the venue were going around clearing the rubbish, as well as collecting empty glasses, to ensure the cleanliness of the hall was kept up to standard. Outside of the venue, there was a smoking area for the guests that smoke, so that if non-smokers were to go outside, they had the option of keeping separate from the smoke. All staff ensures that guests are kept safe throughout the entire night, if a hazard appeared throughout the night such as a broken glass, or a drink seems to have been spilt, it is cleared up straight away without fail to make sure no one slips or hurts themselves. All staff working at the event were friendly and polite, constantly making sure everything was alright and if there was anything extra that the hosts needed. As suggested by Reic (2017), ‘In order to create a good experience for event participants and attendees, the event staff need to be well trained and really take on the role of brand ambassadors for the event’. There is also a fire exit located in all 3 rooms of the building in case of any incidents. Advertisement for the event was completed successfully as there was an excellent turn out at the event. The venue that the event was held in has recently been refurbished so the general condition and maintenance of the facility was up to standards. It is a very clean venue; the staff were constantly cleaning up when they weren’t serving, always ensured that there were enough facilities in both male and female toilets, emptying and refilling the bins etc. As mentioned by Bladen, Kennel, Abson, Wilde (2012), ‘If the health and safety policy is not managed effectively, then the event manager and their organisation may be held liable for any accidents or issues that arose during the event’. The event was advertised via social media on Facebook, where a private group was made including details of the event such as date, time, location etc. The group was made private to ensure that the hosts of the event would know all guests that were invited and so that random people would not turn up. Invitations were sent out on the group and the individuals replied to whether they could make it or not. This was a suitable way of advertising the event as it gave the hosts an accurate number of attendees, therefore this helped them to ensure they catered enough food for the guests. 



















Conclusion 

In conclusion, the event ran rather well and smoothly, there were no hiccups or problems that arose during the evening. During the research for this report, it was found out that the venue was most definitely suitable for the type of event, as it was only a local event, there would have been no need for a bigger venue as there was enough room for all the guests. It was also found out that the accessibility of the venue was suitable as everyone that was going managed to get in with no problems. The one problem that arose during the night was that individuals whom are not familiar with the town were unsure of how to get to the venue, as there is very little directional signage therefore was difficult to find. A recommendation that would be made for future reference would be to choose a venue that is not so difficult to find. No injuries occurred during the event due to the staff being on top form with clearing up any mess or broken glass, the DJ that was there throughout the evening entertained all the guests with different genres of music, which kept the dance floor full all night, there were no issues with car parking outside the venue, a buffet was included providing the guests with a variety of choice of foods to suit both children and adults, a bar with both soft and alcoholic beverages that were reasonably priced and there was guests there until the last minute of the event. Overall, the event was a success, with guests also commenting on social media, one stating that they ‘Thoroughly enjoyed my night, haven’t stopped laughing. Thank you for the invite.’ 











Appendices

Events Satisfaction Criteria	Notes/Comments
Venue	Suitable size	
Accessibility	Good
Parking	Enough spaces outside the venue	Not everyone turned up with cars
Access for Emergency Vehicles	Yes
Directional Signage	None 
Location, Size	Not appropriate location for individuals not familiar with the area	Enough space for people to sit	Appropriate size dance floor 
Décor and Furnishings	Table Cloths	Engagement Confetti 	Accessories on tables	Banners
Lighting/Special Effects	Disco lights
Cater Provision	Buffet	Different types of food
Beverage Provision	Bar with soft drinks and alcoholic beverages
Toilet Facilities	Yes
Waste Management	Staff going around with black bags for rubbish
Sounds Systems	DJ
Fences and Perimeters                                                                                                                                                                                                                                                                                                                                            	Smoking area outside
General Condition and Maintenance of Facility	Clean, no mess
Safety/Hazards	Emergency exits in all rooms of the building 
Advertisement	Social Media 
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