
Event Planning Report for 80s 90s Party 

Event Overview 

 

Theme: A theme gives an event structure and makes it feel more organised, especially 
with decorations, which boosts guest engagement and enjoyment (Beecroft, 2020). The 
theme is 80s and 90s which is expressed through the decorations and bands playing 
exclusively 80s and 90s covers.  Research shows that nostalgia strongly influences 
music preference which is why retro music is being used to appeal to the target 
audience and enhance their experience (Davies et al., 2022).   

 

Timing, Location and Programme 

 

Event Programme: 



                                                                                                   

An event programme is important because it provides a clear, structured overview for 
attendees and supports smooth event delivery. (Allen & Harris, 2008). We chose to have 
the Live Music Society perform when people arrive to create an immediate sense of 
welcome and excitement and enhance the event atmosphere (Getz & Page, 2020). Each 
band has a 30‑minute slot to ensure equal performance time, with 15‑minute 
changeovers for smooth transitions. The raffle will run on the small stage between sets 
to fit logistical needs and keep guests engaged during breaks. 

 

Aims and Objectives 

 

 Aims and objectives are important for an event because they clarify the event’s 
purpose, guide planning decisions, and provide measurable criteria for evaluating 
success (Carmarthenshire County Council, 2025). These particular objectives are 
important to me as they encompass my roles as sponsorships and decorations 
ensuring that I can contribute effectively to the events success. 



 

Project Planning  

Work Breakdown Structure: 

 

A work breakdown structure is a hierarchical tool that divides an event into smaller, 
manageable tasks to improve planning and control (Burke, 2018). My roles in the 
structure are sponsorships and decorations.  

In my sponsorship role, securing bands helps create the right atmosphere and attract 
more attendees, organising raffle prizes boosts engagement and fundraising, and 
working with external partners like the photographer and Plan Burrito improves the 
event’s overall quality; together, these responsibilities strengthen our ability to attract 
attendees, raise funds and deliver a memorable event experience (Prahalad & 
Ramaswamy, 2004; Getz, 2012; Getz & Page, 2020; Bowdin et al., 2023; Cornwell, 
2020). 

Decorations are important because they help bring the 80s and 90s theme to life, set 
the atmosphere for everyone attending, and make the event look more professional and 
well‑put‑together (Bowdin et al., 2011). 

 

 

Gantt Chart 



 

This Gantt chart shows the timings of when I completed key tasks for the event. A Gantt 
chart is a visual timeline that shows what tasks need doing and when (Bowdin et al., 
2011). Gantt Charts are useful because they help teams visualise timelines, key tasks, 
and roles, making it easier to coordinate and monitor progress across complex events 
(Wadhwa, 2024) (Gantt, 1910). Emailing the companies early was important because it 
gave me time to secure prizes and switch to Instagram when the responses were slow. 
Messaging the bands in advance also meant they had time to get back to me, so I could 
secure a good lineup. The Gantt chart was especially important for my event because it 
helped us keep track of what everyone was doing and made sure tasks were finished on 
time. It also made it easier for the team support each other when someone was 
struggling with their responsibilities. 

 

Running Order 



 

An exact running order is important because it ensures tasks are done on time, reduces 
confusion about what anyone needs to do, and supports smooth coordination between 
the team (Bowdin et al., 2011). Staff will start setting up at 4:30pm, giving us three hours 
to get everything ready before the event starts. Bands will arrive between 5pm and 6pm 
for sound checks so they are ready to perform before doors open. Doors close at 
11:20pm, around twenty minutes after the last band finishes, giving guests time to 
finish their drinks without feeling rushed. All staff will leave at 12, which gives us forty 
minutes to tidy up and close the venue properly. 

 

Embok Domains: 



This table shows how our team’s responsibilities were divided across the EMBOK 
domains. EMBOK Domains is a structured framework made up of five areas which are 
administration, design, marketing, operations and risk (International EMBOK Executive, 
n.d.). This is important because it helps event organisers plan and manage events 
effectively, strategically and professionally through a clear and structured framework 
(Silvers 2020) (Singh and Choudhary, 2023). Our team found it useful because it 
showed exactly what each person in the team was doing clearly so everyone could get 
on with their individual roles during the event planning stage and on the day of the 
event. 

 

Market Research and Target Audience 

Market Segments: 

Market Segment is a group of customers who have similar characteristics, needs or 
behaviours). Knowing the market segment allows event organisers to tailor the event 
experience and marketing to the specific preferences of different attendee groups, 
improving attendance, engagement and event effectiveness. The market segment 
directly impacts decisions about marketing, pricing and music (Kotler and Armstrong, 
2022). The market segments for this event are students, people who grew up in the 80s 
and 90s and fans of live music. The marketing is mainly done through social media as it 
appeals to students, and the pricing is £10 as it is what students can afford. The music 
appeals to the older audience as it gives them nostalgia. 



 

Competitor Analysis: 

Competitor analysis is evaluating similar events to understand their strengths, 
weaknesses and market position which helps organisers improve and refine their 
events (Kotler & Armstrong, 2022) (Allen & Harris, 2008). There are many different 
events which the 80s 90s party will compete with. The Sovereign Masquerade Ball 
targets the same student audience but is more formal whereas our event is more 
nostalgic and relaxed. However, it is still crucial to be aware to schedule it on different 
nights and not make the event too expensive because they will be buying tickets for 
both events. Bunkhouse gigs are also competition however their gigs are only catered 
around music rather than a theme and have a different audience base. Environmental 
scanning shows that although student nightlife is busy, not a lot of events combine 
nostalgia, interactivity and charity fundraising (Getz, 1997).    

 

Consumer Preferences: 

Understanding customer preferences is vital to an events success as it allows event 
organisers to plan the event with their audience in mind which leads to high guest 
satisfaction (Getz & Page, 2020). Research shows that age and nostalgia strongly 
influence music preference, which explains why people who grew up with 80s and 90s 
music are especially drawn to it, which is why we will be this using retro music and 
themed decorations to create a nostalgic atmosphere at the event (Davies et al., 2022). 
Students also value events that help them feel connected, and live experiences can 
strengthen social bonds (Rickard et al., 2025). 

 

Event Marketing Plan 

Marketing Channels: It is important to that we market for the all the different types of 
attendees because different marketing appeals to different groups and targeted 
marketing increases engagement and event success (Getz & Page, 2020).  Instagram 
will appeal to the student audience through Instagram posts and the bands sharing it. 
Students naturally engage with Instagram visuals posted by their peers, and they are 
more likely to spread this content if it captures their attention which is the perfect 
platform to market the event (Kaplan & Haenlein, 2010). Posters will attract older 
audiences through the raffle posters and the posters advertising the event. Posters 
reach a further audience and targeted audience in Swansea rather than generalised on 
social media and an older audience is more likely to engage with a poster than social 
media (Kotler & Keller, 2016). 



  

Marketing Timeline: 

 

A marketing timeline is useful in event planning because it creates a clear structure and 
helps organise what needs to be promoted and when, ensuring nothing gets missed in 
the build-up to the event (Allen et al., 2011). 

 

Key Messages and Branding: 

Product: Nostalgic live music experience and raffle extravaganza supporting Swansea 
Mind 

Price: £10 for a ticket and 50p for a raffle ticket 

Place: Bunkhouse 

Promotion: Instagram and Posters 

 Key messages and branding are important because it helps audiences understand an 
events purpose and what it's about making the promotion memorable and overall, 
more professional (Gertz & Page, 2020). Our key messages focus on nostalgia, 
togetherness, live‑music energy, and supporting Swansea Mind. The branding uses 
retro visuals and upbeat marketing to create a fun and memorable identity that appeals 
to students and older audiences (Shone & Parry, 2010). 



 

Sponsorship: 

 

 

The mind maps above show all of the key sponsors for the event. They will all be 
promoted through the Instagram. Promoting the bands is essential for event marketing 
as it promotes artist visibility and helps strengthen audience engagement and ticket 
sales (Masterman, 2009). Gaining sponsorships was important because they 
contributed to the events success through enhancing its appeal through all the bands 
and the fundraising aspect, resources through the raffle prizes and community impact 
(Soteriades, 2013). We chose to use mainly Swansea based raffle prizes to gain 
exposure for local businesses. 

 



Budget and Financial Plan 

Projected Income: The tickets  for the event are £10 per person and the raffle tickets are 
50p per ticket. Currently, we have made £110 from 11 ticket sales however we expect to 
get at least £400 by the event date. The raffle has made £25 for Swansea Mind which we 
expect to increase to at least £100.  

Expected Expenditure: 

Venue & Equipment: £0 

Marketing & Promotion: £25 from printing costs 

Staffing & Security: £0 

Catering & Logistics: £10 

Decorations: £169 

External Suppliers:  

 



The price needed to stay low as it was a student event which meant that we had to 
stretch our limited budget throughout the event. The bands were promised a free drink 
each which came to £2.50 per person spending around £18.50 on four bands. The raffle 
prizes were donated for free as all the raffle prize money is being donated to Swansea 
Mind. Students don’t have a lot of money and have four events to buy tickets for which 
is why everything is set at a reasonable price. 

 

Risk Assessment 

Group Risk Assessment 

 

Bunkhouse Risk Assessment  



 



 







 



 



 

Personal risk assessment based on roles 

 



 

Risk assessments are crucial because they help prevent problems before they occur by 
identifying hazards and putting controls in place to keep the event safe and 
professional (Bladen et al., 2012). It’s important for each group member to have their 
own risk assessment so they understand the specific hazards and emergency actions 
related to their role, it is also important to have a group risk assessment for smooth 
coordination and having the venue’s risk assessment is also essential because it shows 
what safety measures are already in place and what the staff are trained to do. 

 

Contingency Planning 

 

A contingency plan is important because it helps events to respond effectively and with 
a plan to any unexpected issues, minimising operational, financial, and safety impacts 
(Hopkin, 2018). 

 



Evaluation Plan

 

Post-Event Surveys: As the event finishes, they will be able to scan a QR code with ten 
questions reviewing the event’s success, atmosphere, and organisation 

KPI: Reach the target of £100 raised for Swansea Mind through raffle sales 

KPI: Sell 40 tickets by the 13th of March 

KPI:  The bands get good feedback on the post-event evaluation survey 

Attendance Measuring: Keep a track of how many tickets are scanned to confirm actual 
attendance 

Debrief Meeting: After the event the team will meet to review the event using a SWOT 
analysis to identify anything that was a strength or could be changed in the next event 

Evaluating an event is important because it helps organisers measure success, identify 
areas for improvement, and make sure future events are more effective and successful 
(Event Management Institute, 2024). 

 

Sustainability & Event Legacy 

Sustainability Considerations: Prioritised local businesses when asking for raffle prizes 
with only a few from Pembrokeshire 

New Economics and Legacy: Created awareness for Swansea Mind and brought new 
people to the Bunkhouse who hadn’t been before which is helping local businesses 

Event Impacts: Increases the bands visibility and audience and helps us as the 
organisers learn important skills in event organisation through hands on learning 
(Bowdin et al., 2011) 

Sustainability in events reduces environmental impact, supports long‑term economic 
viability, and improves social responsibility within the community making events more 
future focused (Holmes & Mair, 2020) 

 

Key Areas 



Staff Rota:   

 

 

Division of work responsibilities 

After completing the Belbin Team Roles questionnaire, I identified as an Implementer, 
an action‑oriented role characterised by reliability, efficiency, and the ability to turn 
ideas into practical tasks (Belbin, 2026). This aligns strongly with how I approached my 
responsibilities throughout the project. For example, when organising the raffle, I 
created a structured list of businesses to contact and systematically worked through it. 
If I did not receive a response within a week, I followed up through Instagram, which 
ultimately secured the majority of our raffle prizes. 

  A similar approach was used when securing bands. After emailing Gower College with 
no reply, I adapted quickly by reaching out directly to local bands on Instagram, which 
resulted in securing all performers for the event. When collecting raffle prizes, I again 
relied on clear planning by listing what needed to be collected and organising how and 
when I would collect each item. This consistent, task‑focused method reflects the 
strengths typically associated with the Implementer role. 

 

Evidence 

Email Correspondence  

Live Music Society 



 

 

 

James Morgan: 

 



Lily Davies Day: 

 

Plan Burrito: 

 

Raffle Tickets: 

LC Swansea: 



 

AU Vodka: 

Lazerzone: 



 

Ty Sawna: 

 

 

Bunkers: 



 

Bluestone: 

 

 

Social Media Correspondence 

Euphoria: 



 

 

Stone Deaf: 



 

Tearing Threads: 



 

Escape Yoga: 



 

Bonnie Rouges: 



 

Social Dice: 



 

Cinema & Co: 



 

 

The Mermaid: 



 

Plants and Papers: 



 

Mad Buns: 



 

 

Minutes: 

26/ 01/ 206 minutes  

UWTSD library  

Attendance: Judi, Jazz, Zara, Kirsty, and Dems  

Preposes of meeting to discourse event roles  

New Business  



 

Actions  

 

Minutes 

16 feb 2026 

UWTSD library  

Attendance: Judi, Jazz, Zara, Kirsty.  

Purpose of meeting is to discuss what everyone is doing  

Kirsty and Jazz shares pictures of the decorations and purchases them.  

Judi I will be in talking about the sustainability plan of the events  

Zara talks about what she will be posting on social media 

Actions  

Jazz finalises the bands their set list  



Kirsty will be sharing the budget report  

Zara will be talking to first years to make we have enough staff in for the events  

Judi will be making the risk assessments  
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