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Event Planning Report:
1. Event Overview
Event Name – A New Beginning TedX talk 
Event Type – Conference 
Concept & Theme – A theme is what creates a memorable experience, it can increase numbers of attendees by capturing a specific target market creating a cohesive event (Event, 2019). This event will be based on entice individuals to come and become motivated to make their new beginning and start whatever they may have been putting off. By having 12 passionate guest speakers who are speciated within field promotes the unique selling point of this event. 
Target Audience – Having a target market can help to save money and promote marketing techniques by direct selling to a specific group of individuals (SiriusXM Media, 2024). Our target market will be aimed at students trying to promote a fresh start however, we are trying to sell this event to anyone wanting to make a new beginning.
2. Timing, Location and program 
Date and time – 21st March 2026 10:30 -5 PM 
Venue – Dylan Thomas Centre UWTSD
Event Program 
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3. Aim and Objectives 
Overall aim- to motivate and empower the community of Swansea to make a start in their new journey into success by creating a start in whatever they may have been putting off.
Objective 1 – to sell at least 40 tickets by 12PM on the 16th March 2026 
Objective 2 – to get at least 5 sponsorships/ partnerships to participate within the event by the 10th March 2026 
Objective 3 – to provide and fill 100 goodie bags with local advertisements that individuals could find useful by 19th March 
4. Project planning techniques 
Work Breakdown structure:
A work breakdown structure is a working document which summarises information into key tasks to make it easier to see and locate what everyone within the team is doing to contribute (Singh, 2022).
Below you will find the working document for my team and what each individual is doing:
	Charlie
	Caitlin
	Susie-May
	Tamara

	· Marketing 
· Social media 
· Promotional advertising 
· Branding 
	· Decorations 
· Floorplan 
· Raffle prizes 
· Sustainability 
	· Budgeting and finance 
· Health and safety 
· Risk assessment 
	· Venders 
· Sponsorships 
· Catering 



Gantt chart
A gantt chart is a visual tool that maps out each task and when it is needing to be completed within to make it easier to read by all (APM, 2025) For my role it was vital that the Instagram page was created early on to create a reputable brant that felt trustworthy and constant. Failing to do so could have resulted in a lack of tickets due to individuals not feeling that they know what to expect or trust. 
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Running order 
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Having a clear running that everyone who is involved within the event is aware of and understands is vital in making a seamless event run smooth and well (Grapevine Event Management, 2024). By having a strict plan makes sure that everyone is on time in in the right location at the right time. 
	EMBOK Domain
	Task
	Done by who?

	Administration 
	Planning
Coordination
logistics
	Tamara

	Design 
	Event theme 
Décor
Branding 
	Caitlin 

	Marketing 
	Promotion 
Sponsorship
Audience engagement 
	Charlotte

	Operations 
	Venue setup 
Safety
Security
	Susie-May

	Risk Management 
	Identity 
Assessing 
Mitigation risks 
	Susie-May



5. Market research and target audience 
Marketing segments is a process where we divide a wide target market group into smaller groups based on what similarities and characteristics each group has, overall allowing a brand to tailor branding a products to a more  specific  group (TheKnowledgeAcademy, 2024). Due to our target market being students we thought it was best to use social media as our key way of marketing, this is due to a high level of students and younger generation being on social media. We also chose to use a printing company to print our fliers to be able to go out into the public to hang out to draw in some of the older generation who may prefer a more traditional approach. 
Competitor analysis:
Our biggest competitor for this event was a mixture of other events with the same/similar target market eg. The FeelGoodWellness event and the next TedX event in Cardiff which is being held on the 2nd May. This is due to it being in Cardiff which is the capital which is expected to bring in more individuals and attendees (Ted.com, 2026).
6. Event Marketing plan 
Marketing Channels – It is important that we keep our target market in mind when marketing this event. As we want a wide range of attendees we will need to ensure that e have a wide range of marketing strategies to ensure that we reach everyone we wish to target this event to. This is why we did a mixture of posting on socials like Instagram that would reach a younger generation and posing on Facebook which was bringing in an older generation due to the age demographic, and using leaflets and taking them into the public. 
Promotional Timeline – The promotional timeline is important as it adds structure into the plan in order to hit key mile stones (Linkedin.com, 2025). The marketing time line has been constant since February it has been important to keep individuals in the know of what will be happening with the event, how to get tickets and what to expect on the day. We also aim to get posters up closer to the event day to be able to allow last minute purchases of the tickets. 
Sponsorship and Partnerships – This is importat to have in an event as it helps to bring more individulas to an event while also building a trusting element. It helps to build a bigger brand identity. For this event we have a total of 9 venders who will be supporting the event and be based within the fringe area and will be here to support the TedX team. 
13. Division of Work and Responsibility 
Meeting and Miutes – This will be broken down and each individual in the team will have a set meeting to take minutes 
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After taking the Belbin Roles test I found out that I am a Planter and that became clear when my team was up against difficulty with temporary issues that needed solutions.  A planter is an individual that is able to come up with creative and quick ideas and innovative solutions. 
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EVENT RUNNING ORDER

™ Setup & Arrivals

Time Activity

7:00 AM Main TEDx team arrival

7:15 AM Setup begins

8:00 AM Guest speakers & vendors arrive
9:00 AM Staff arrival

9:10 AM Staff briefing
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™ Guest Entry

Time Activity

9:30 AM Doors open (general entry)
9:50 AM Auditorium doors open
9:50 AM Mic check (first 3 speakers)

M Morning Speakers

Time Activity
10:10 AM Terry Stevens
10:30 AM Dr Carlton Brown

10:50 AM Susan Houston-Kienitz
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B Break & Reset

Time Activity

11:10 AM Break (25 mins)

11:10 AM Mic checks

11:20 AM Guests return to auditorium

M Late Morning Speakers

Time Activity
11:35 AM Dr Tom Tatchell
11:55 AM James Phillips

12:15 PM Helen Joy
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B Lunch & Activities

Time Activity

12:20 PM Food ready (speakers & vendors)
12:35 PM Lunch break (1 hour)

12:35 -1:35 PM Interviews

12:35 -1:35 PM Raffle ticket sales

1:20 PM Raffle draw

1:25 PM Guests return to auditorium

1:20 PM Mic checks
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M Afternoon Speakers

Time
1:35 PM

1:55 PM

2:15 PM

B Short Break

Time
2:35 PM

2:50 PM

Activity

Dean Harrison

Kathryn Harris

Derek Nelson

Activity

Break

Mic checks
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M Final Speakers

Time Activity

3:00 PM Mike Bates

3:20 PM Gitanjali Trevorrow-Seymour
3:40 PM Marina Hauer

™ Closing & Pack Down

Time Activity

4:00 PM Closing remarks / Thank you

4:20 PM Pack down begins
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A Colour Key (for your team)

- Setup / Staff

- Guest movement
B speakers

B Breaks / transitions
B Lunch/ activities

™ Closing




image14.png
Date: 26/01/2026

Time: 6PM -7:30PM

Venue: Online teams call

Presentation: Introducing New Beginnings

Meeting attendees: Charlotte Palmer, Tamara Crookes, Susie May James, Caitlin
Bollard, Debora Jenkins, Mark Davis

Minutes wrote by: Charlotte Palmer

Item No. | Subject Action by whom
1. Guest speakers
e 2 people from America
e 12 guest speakers in total - 15 mins each
e Hostneeded - potentially Kev Jones??
e Celebrity speakers — potentially Michel Sheen
2.
3. Marks ideas
e Speaker corner (VIP, food, set up space)
e Screens to see previous TedX talks
e 360 cameras —wants more interactive features
(VR headsets)
.
4. Marketing
e Photos backdated from October events
e Photos and headshots of guest speakers
e Photo opportunities at the event
Social media — Instagram, Facebook, Twitter
5. Sponsorship

e Morgans hotel
e BPD Printers
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Charlotte Palmer <palmer.charlieOé.uk...  Thu 26 Feb, 10:03 1’:{ @ «a
to helen +

Hello Helen,

My name is Charlie, and I'm working alongside Mark and the team here at TedX. We're
absolutely delighted to have you joining us as a guest speaker for our upcoming TedX
event — it's fantastic news!

From a marketing perspective, we’'d love to arrange a short meeting at a time that suits
you. This could be via Teams, or if you happen to be around Swansea, I'd be very happy
to meet in person. The idea would be to ask you a few questions that we can share
across our social media channels to help promote the event.

Please let us know what works best for you — we’re happy to accommodate your
schedule.

Best regards,
Charlie

Helen Joy Tue3Mar 1155 v @ €
tome v

Hi Charlie,

Apologies for the delayed response, I have been out of the office with clients and my inbox
feels like it has been drowned!
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21ST MARCH 2026. DYLAN THOMAS CENTRE. SWANSEA

Agenda

9.30am - Doors open
10.00am - Opening Welcome and Introductions

Swipe for more >>>
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21ST MARCH 2026. DYLAN THOMAS CENTRE. SWANSEA

Agenda

10.10am
Professor Terry Stevens

10.30am
Dr. Cariton Brown

10.50am
Susan Houston- Kienitz

11.10am
1st Break 25 mins
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21ST MARCH 2026. DYLAN THOMAS CENTRE. SWANSEA

Agenda

11.35am
Dr. Tom Tatchell

11.65am
James Phillips

12.15pm
Helen Joy

12.35pm- 1.35pm
LUNCH BREAK
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21ST MARCH 2026. DYLAN THOMAS CENTRE. SWANSEA

Agenda

1.35pm
Dean Harrison

1.55pm
Kathryn Harris

2.15pm
Derek Nelson

2.35pm
Short break 25 mins
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21ST MARCH 2026. DYLAN THOMAS CENTRE. SWANSEA

Agenda

3.00pm
Mike Bates

3.20pm
Gitajali Trevorrow- Seymour

3.40pm
Marina Hauer

4.00pm
Event closes photos and interviews |,




