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For this assignment, students were asked to individually assemble some of the artifacts 

that are needed in order to organise and put on a 1 day event at Tileyard London. 

Normally, a team of multiple people may be needed to organise an event of this scale, 

therefore I have created this portfolio from the perspective of a project manager who 

has a full team.  

 

During the first lecture of the Live Music & Events Management Module, I learned that in 

the modern day, event companies are beginning to mix different elements of 

entertainment in order to make the event more interesting for the public. Examples of 

this include events like Escape Room (Escape Room, 2020) and Secret Cinema (Secret 

Cinema, 2020). I wanted to create a music (business) industry event that incorporated 

more than just one element. After attending a networking event at Tileyard London 

earlier in 2019 I noticed a few things. Firstly, there were not many established 

professionals attending the event, secondly, the entertainment was performed solely by 

undiscovered musicians and thirdly, the networking space was in a “standard” room 

environment. I had the idea that if a networking event could feature established 

performing artists, this may attract more “high profile” industry professionals to the 

event, resulting in making the event much more desirable for people to attend. From 

personal experience I know that the music industry is a relatively informal industry and 

therefore if the event could capture a more nightclub/party-like theme, this may help 

make the event more fun, but also make it easier to network as people drop their guard 

slightly when they are enjoying themselves. 

 

NetworkNOW is a networking party for music professionals held on Wednesday June 

10th 2020, it features entertainment from both established and unestablished artists, 

with a nightclub feel throughout the venue. The decision to hold the event midweek was 

to gain the highest attendance rate possible. Having the event towards the end of the 

week would risk causing disinterest, as people may have social plans and are generally 
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not interested in work. Early week is when people tend to organise and prepare for the 

week ahead and would risk people being sluggish from the previous weekend 

(Zeetings, 2016). The event will use Tileyard London’s Gallery (an indoor music venue 

with a bar) and the Courtyard/Carpark area located outside it (Appendix B & Appendix 

C). Due to a large area of the event being outside, the summer month of June was 

decided in hopes of having warm weather and no rain, although Initially I wanted to 

have the event in May, but it needed to be pushed back to allow for more time for 

planning. Two Tribes Brewery, also located at Tileyard London, was looked at as a 

possible venue as it is free to book out, but after review it was decided Two Tribes was 

too small and did not have the correct technical spec.  

 

The Gallery is already a registered premises and therefore has a license, however, as 

we are making the car park into a venue, we need to obtain the correct license from the 

council. The event is under 500 person capacity so we only need a TEN (Temporary 

Event Notice) for the event, this can be found at Appendix A. I would have liked to hire 

university students as bar staff for The Gallery in an attempt to lower costs, however, 

none of the students own a personal license so The Gallery will provide a staff member 

who does. The FOH (front of house) team is essential for any live music event to keep 

sound levels balanced and provide the best sound experience possible. The Gallery’s 

FOH desk is positioned to the left hand side, ideally it would be better to have to FOH in 

the centre of the room which is the sweet spot, however, as the room is quite small this 

is not an option (Crosby, 2020). 

 

The event will run from 17:00-22:00, but music will not start until 18:00 as we don’t want 

to risk disturbing the surrounding offices who may still be working. As there will be 

music playing outdoors we also risk disturbing local residents from sleeping, so the 

curfew of the event will be 22:00. Doing this may also help to get the council to approve 

the event as we are implementing measures for sustainability. For the outside area of 

the event, a large marquee will be placed running the length of the car park. The 
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marquee offers protection from rain, but also as a way of offering darkness so the 

lighting can be seen, plus, it  should bring people closer together to encourage more 

interaction with each other (Appendix B). A DJ booth will be placed inside, and the 

marquee will be decorated to look more like a nightclub with a dancefloor. 3 DJs, who 

work within the Tileyard community, will perform between 18:00-22:00. The opening DJ 

will play slower music to try and build hype for the crowd before the next DJs play, who 

will perform more energetic sets. The Gallery will have an open mic to give 

undiscovered musicians the chance to perform in front of industry professionals, before 

John Newman and Sigala take to the stage from 20:00. It may seem unrealistic to book 

artists of such high calibre, however, Sigala is signed to Tileyard Music and therefore 

this may make the Tileyard community more inclined to attend the event. John Newman 

has an album launch at the end of the month and therefore has agreed to play for free 

as there will be many radio stations and playlist tastemakers attending the event. Due to 

the event incorporating an open mic show, it was crucial to book an MC to keep the 

crowd entertained. In order to gauge artist fees for Sigala, the MC and the DJs, the 

team researched; where they have played, if the event sold out, and the amount of 

followers they have on social media. 

 

The event will be fully ticketed at £12 per person via Eventbrite so we know how many 

people to expect. The capacity limit for The Gallery will be set to 250 so that there is no 

risk of overcrowding. The appropriate ingress and egress procedures will be calculated 

and put into place in the event management plan. Security staff will need to be present 

on the door in order to keep track of how many people are inside The Gallery.  

 

Originally, 4 food vendors were discussed in order to give the event more interest and 

variety for refreshment and to increase the event’s pitch fee income. Due to there not 

being enough space, it was decided that having two vendors would work better (1 for 

hot food such as burgers and hot dogs and 1 healthier option such as salads and 

vegetarian options).  
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Sponsorships are a great way to lower costs and get access to certain things an event 

would otherwise not be able to afford. When looking for sponsorships, it was agreed it 

would be best to find a minimum of 1 for alcohol, 1 for soft drinks, 1 music company and 

1 music oriented charity. After some research, we found that Red Bull often sponsors 

music events and even have their own recording studios. Smirnoff also offer great 

sponsorship schemes. 

 

As this is the first time the event is taking place, we can not predict the level of success 

of the event, therefore it was decided that it would be a waste of money to have a 

website built (websites are also becoming less important), instead, only social media 

accounts were set up. The team created and scheduled posts in advance in order to 

gain some online presence before we run advertisements for the event (Appendix E). A 

Facebook event was also set up so we can see exactly who is coming, it also enables 

us to invite specific people in a more informal way than sending an email. In hindsight, it 

may have been better to have not used a Facebook group as it may cause confusion 

among attendees, as they think that signing up as “going” to the event on Facebook 

qualifies as having a ticket. 

 

The logo has been designed in a fun and uplifting font as I wanted to avoid giving the 

impression of the event being a corporate event. The photo used in the flyer is clearly of 

a rave and has bright colours which should help the flyer stand out. (Appendix G). 

 

The team tried using team management tools such as Trello to optimise organisation 

and productivity, but everyone decided a spreadsheet was the best option due to the 

clear and simple layout. Although, I should learn to use Trello more often as it is 

becoming a popular tool and ultimately does offer more benefits than a spreadsheet. 

Using colour coded cells helps to keep the spreadsheet organised and makes it easier 

to read (Appendix D). 
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A technical programme is needed to effectively manage the stage and to organise staff 

on the floor. It’s crucial to have a technical programme so the correct equipment is on 

stage for each artist. The timings on the spreadsheet are so the crew know when to 

carry out certain tasks. It’s important that the equipment is changed over in a timely 

manner to allow for a smooth transition between each artist’s set (Appendix I). 

 

Meeting minutes were used in order to keep track of everything that was discussed. 

Although the minutes in Appendix H are all from internal meetings, meeting minutes 

prove extremely important when meeting with external entities so that anyone can refer 

to them for clarification. The best way for teams to access administrative documents is 

to save them on a cloud-based server such as Google Docs. Google Docs proved 

beneficial for project management as all documents save in real time and can be 

accessed by all team members seamlessly. It’s important for staff and team members to 

all use the correct form of communication, Whatsapp groups work best for general 

discussions, whilst emails are better suited for more formal messages. Filenames also 

need to to be labeled correctly as it can cause a lot of confusion if not. I asked all team 

members and external companies to name files using a set formula of 

venuename_documenttype_versionnumber. 
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Appendix A: ​Temporary Event Notice form (Islington Council, 2020)  
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Appendix B:​ Site map of the Courtyard  
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Appendix C: ​Site map of The Gallery  
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Appendix D: ​Team Management Spreadsheet  
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Appendix E: ​NetworkNow Facebook page 

Appendix F: ​NetworkNow Facebook Event  
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Appendix G: ​Event Flyer  
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Appendix H: ​Meeting Minutes  
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Appendix I: ​Technical Programme for The Gallery  
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