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Description of the event
The event that is being planned is a Mad Hatters Afternoon G&T which is themed around the film Alice in Wonderland.  The concept of the Mad Hatters Afternoon G&T is for Harbour Lights Spirits to advertise their gin business. Also, with this afternoon tea event raising money for charity is also a part of it by doing an auction. 
Timing, Location, and event programme
From Bowdin (2011) “the business cycle may influence the timing of the event” this actively demonstrates that people can be working during the times that the event takes place, or it means that wherever the event is held it could affect their profits. The timing of the event is important the timing that everyone has agreed on is for 3 hours between the times of 4pm to 7pm with different things going on at different times during the event. The date of the event is the 30th of April 2022. 
The location on where the event is also held at is important. From Bodwin (2011) “the venue should meet the needs of the event” along the lines of the catering and the atmosphere. As well as the event needs the venue should cater for the operational needs along the lines of “access, catering, staging and facilities” according to Bowdin (2011). With the venue that is needed it needs to have good transport links such as bus stops and near by a train station for people who cannot drive. The venue should also have a disability access, so any wheelchair users are able to enter the venue. The venue that has been picked is Gin Ne Sais Quoi. The reasons that Gin Ne Sais Quoi has been picked is that there are good transport links nearby which a bus station and the train station is a short walk from the venue there is also a car park near the premier inn in the waterfront area which the guests who drive are able to park there.
The event programme is “a description of the event that is to take place” according to template.net (2022). With the event programme we will have to put everything that is going on within the event such as an auction to raise money for charity
	Time 
	What is going to be happening 
	Who is responsible 

	3:00pm 
	We will be going into the venue to set up everything before the event starts.
	Everyone will be involved in to helping to set up the event.

	4:00pm 
	The guests will be arriving for the event 
	Everyone will be involved in welcoming the guests to the event as they enter the venue. 

	4:20pm – 5:00pm
	Ty Hafan will have a welcome speech about the charity. As well as the speech the sale of the raffle tickets will be begin as well as the entertainment.  
	Jessie would be getting involved for the speech and everyone will be getting involved with the selling of raffle tickets. 

	5:00pm – 5:30pm
	The food will be served to the guests.  
	Amanda and Josh will oversee making sure that the waitering team goes the right way. 

	5:30pm – 6:00pm 
	The raffle will begin which the prizes will be given out when the winners are announced.
	There will be different people that will be involved in this with Jessie being the announcer to announce the results of the raffle. For the display of the raffle Sarah will oversee making sure that the display is organized. As Chloe and Mel will oversee the social media of the event, they will oversee doing the social media part for the raffle. 
Shannon and Nicole will oversee handing out the prizes to the winners 


	6:00pm – 6:30pm 
	The Auction will take place during this time,
	Just like with the raffle the same people will oversee the auction as the raffle. 

	6:30pm – 6:45pm
	After the auction has finished the money will be counted from the auction and the raffle to be given to Ty Hafan.
	Jessie will oversee counting the money for Ty Hafan while everyone get feedback for the event.

	6:45pm – 7:00pm 
	The thank you speech will take place to say thank you for coming to support the event.
	Jessie will oversee the end speech to say thank you to everyone. 

	From 7:00pm 
	It will be time to clear up from the event when it finishes and will talk to the owners of the venue to say thank you. 
	While the whole team clears up from the event Jessie will talk to the owners of the venue.



Aims and objectives
Aims and objectives are important to have for any event. According to Ali-Knight and Robertson (2012) “aims and objectives are crucial and must be resolved early” as by having aims and objectives for the event then as a group we are able to know what we are going to be working towards. Also, from Ali-Knight and Robertson (2012) “objectives should also be SMART” which can help to identify the things that needs to be done in a certain amount of time. 
The aim of this event is to plan and design a charitable event for Ty Hafan which is a children’s charity.
The objectives of the event are:
· To sell around 100 tickets for the Afternoon G&T event
· To raise awareness for the Ty Hafan hospice charity. 
· To raise awareness for Harbour Light Spirits. 
·  To be able to raise money for a good cause.
Evidence of project planning techniques 
During the planning of the Mad Hatters Afternoon G&T there have been Gantt charts that have been used to make sure that each task is meet during the planning stages. A Gantt chart is “used in project management” according to Gantt.com (2021). According to Gantt.com (2021 Gantt chart allows people to see the things that we need to see such as:
· “What the various activities are,
· When each activity begins and ends,
· How long each activity is,
· What activities overlap with other activities, 
· The start and end date of the project” 
These things are all relevant to are event as there are going to be a various of activities that will be going on during the event. As well as knowing what the activities are we will also need to know how long they are going to be, how long each activity is going to be, if any activity is going to be overlapping with any other activities. Using a gantt chart it will show if there are anything overlapping as well as how long things will take. Also, a gantt chart will be used to keep track of all the tasks that will be done during the planning process of the event.  
The Gantt chart 
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Market research 
According to McQuarrie (2016) “Market research means techniques for gathering information from and about customers” which means that information about the target market and other things about the consumers like how many people would be interested in a Mad Hatters Afternoon G&T. With market research there are two different “fundamental modes of doing market research” according to McQuarrie (2016). The two different fundamentals of market research are a discovery orientation, or it when you want to narrow things down. The target market for this event is people who link to drink and for people who like to support events for charities like Ty Hafan. 
With the market research for the Mad Hatters Afternoon G&T Sam has done a survey to find out when people drink gin. This survey got shared on Facebook so people who are on different groups could fill the survey in. From the survey that Sam had put together people who drink “around 28% of people said that they drink gin with friends” and around “27% of people said that they drink gin on a night out and at home.” 
Event Marketing plan
From teamgantt.com (2022) an event marketing plan “lays out a strategy and timeline for event promotions” which can be a bit like a roadmap. An event marketing plan can be used like a roadmap with all the tools that you can uses as well as the different social media channels that we will use to be able to market the Mad Hatters Afternoon G&T to potential guests that may come to the event.  
Also, with the marketing of the event there will be a timeline of what will be posted in the upcoming weeks of the event. With the event marketing plan social media pages will be created on the different social media platforms to promote the event. After the social media pages are created the content to promote the event will then be created and posted on the different social media platforms so people can share them to spread the word around about the event. Some of the marketing that will be done is that posting photos with information on about the event on social media. 
Expenditure 
According to Matthews (2015) a budget is “a living document that compares anticipated revenue with actual revenue and anticipated expenses with actual expenses.” With the budget for the event the venue that has been chosen Gin Ne Sais Quoi was going to be free to hold the event in. The welcome drinks that are for the guests when they come to the event, and which are supplied by Harbour Lights Spirits will be £5 which the total price for the drinks from Harbour Lights Spirits will cost £300 for 100 little bottles of gin. The decorations budget has come up to around £209 which is for the decorations that are needed. The list of the decorations that are needed are below with the prices and where we can get them from. 
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With 100 people attending the event in Gin Ne Sais Quoi there will be different companies that will be used for the different aspects of the event. With the mixer that will go with the drink from Harbour Lights Spirits will be a £1 each which will be £100 for everyone to have a mixer with their gin. As a catering company, Food by Sean, is being uses for the event their costings are £15 a head which will come to £1500. 
The total price that will be spent on the event is £2,109. To be able to make a profit and to be able to raise money for Ty Hafan the tickets will be sold for around £25 per person. 
Risk management 
According to Rausand and Haugen (2020) a risk assessment is “the process of planning, preparing, preforming and reporting a risk analysis and evaluating the results against risk acceptance criteria.” A
risk assessment is done to identify any risks that could possibly happen during the event. 
Considerations of health and safety 
The health and safety considerations are important for any event. The considerations that are needed for health and safety are any considerations about any slips and trips that might happen during the event. Also, any allergies should be accounted for in case anyone gets an allergic reaction to anything. By having a risk assessment, we can know how we can minimise the risk of the event.
Contingency planning 
Contingency planning is another plan that is “put in place to control any risks” or any problems that may occur when during the planning of the event according to Capell (2013).
The venue is apart of the contingency plan as we may have to pick another venue where we may have to hold the event. By having to change the venue will have to happen if something does happen like not having any contact back from the manager of the venue that we have decided to go with. When changing the venue there is a list of venues to choses from. By changing venue, the number of guests that can fit into a venue could be different to the venue to what was already planned. 
If there are any changes with COVID-19 and there is another lockdown we would be holding the event online over Microsoft teams or zoom as we would be able to deliver the afternoon tea to the people who would pay for this event.  
There can also be a financial contingency plan when changing the venue or when moving the event online because of a COVID-19 lockdown. 

Evaluation
According to Quinn (2013) an evaluation “is a process of assessing whether an event has been successful in achieving the objectives that it set out to achieve.” There are different areas that can be evaluated for the event such as the planning of the event and post event. 
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Appendix

Risk assessment
	Hazards
	Who may be harmed 
	What needs to be done 
	Actions by whom
	Actions done by

	Slips, trips and falls
	During the event the staff and the guests may get injured if they slip on any spillages or trip over any objects that may fall on the floor. 

	With any spillages that happen they should be cleared straight away so the guests and all the staff won’t be able to trip over the spillage. Also, with any items that fall on the floor or if any chairs are left out should be picked up and the chairs should be pushed in so no one can trip over them. 

	Everyone would be involved in the actions in cleaning up any spillages that happen during the event as well as picking up any things that have fallen on the floor that people can trip over.
	30th April 

	Manual handling 
	The guests and staff may injure themselves if they move any furniture by picking it up in a way that they can injure themselves
	All staff should tell the guests to not to move any of the furniture in case someone get hurts. Staff should move the furniture when needed to as they can do it before the event starts.
	Everyone should also be involved in moving items of furniture when they need to be moved during the setup of the event as well as during the event.
	30th April

	Decorations Falling 
	Staff and guests are at risk of getting hurt by the decorations that could fall and hurt someone.
	To make sure that any of the decorations don’t fall and hurt anyone during the event we would make sure that all the decorations are secure so they will not fall to hurt someone.
	Everyone would need to get involved in making sure that all decorations are secure and that they will not fall to hurt anyone.
	30th April

	Allergies
	Staff and guests could be at risk as some allergies can be air borne.
	To stop people having any allergic reaction to anything that is within the food we would make sure that no one has any allergies to anything.
	Everyone would need to find out if anyone is allergic to anything. The catering company would also have to make sure that they don’t put anything that the guests are allergic to in the food.
	30th April

	Alcohol 
	Staff and guest could get hurt if the guests drink a bit too much.
	If the guests have had a bit too much to drink the staff should decide whether to decide to serve the guests any more alcohol
	All the staff members at the venue are involved in this as they should know when to stop serving any alcohol to guests.
	30th April

	Licencing 
	The staff and the venue can be at risk by not having the right licences to be able to hold the event. 
	To get the right licences to be able to put the event on. To check with the venue that they have the right licences as well.
	To purchase the right licences for  the event to go ahead like the charity licences. 
	30th April
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Item

Playing cards (12pcs)

Mini chalkboard buffet tags (20pcs)
White 100m large banquet roll

Black & white check table runner (30.5x1m)
White tags (200pcs)

Red flower vines (2.5m)

Alice in Wonderland arrow signs (12pcs)
White flower vines (2.5m)

Backdrop Stand (2m x 3m)

Backdrop photo (2m x 3m)

Photo props

Gigantic playing cards

How many Price Where from
2 packs £13.70 Amazon
2 packs £15.98 Amazon
1roll £24.99 Amazon
1roll £21.30 PartyPack
1 pack £6.99 Amazon
6 packs £23.40 Ebay
1 pack £5.99 Amazon
6 packs £23.34 Ebay
1stand £29.33 Amazon
1image £19.44 Buy Backdrop
1 pack £8.49 Amazon
1 pack £6.45 Amazon

£9 Etsy

Red biodegradable tissue confetti (10 handfuls) 1 pack




