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Executive Summary: 
This report will be look at the event management process of a Corporate Christmas Party themed Guest Appreciation Night. Corporate Christmas parties are becoming a very high demanded event. There are many factors to be considered when planning an event. This report will analyse all factors needed to manage and plan an event. The event is organised to celebrate and express gratitude to the esteemed guests for their continued support and loyalty. The event will be held at the Holiday Inn Sunderland on the 4th of December 2024. The venue chosen for the event will be the spacious lobby with seating situated on the ground floor of the hotel. 
This report has implemented frameworks to help plan and manage the event. Using the SMART objective, event management will look at the aims and objectives of the event. Using the EMBOK model (Event Management Body of Knowledge) to plan a corporate Christmas party can help ensure all aspects are covered effectively. 
An event budget is essentially a financial roadmap for every event, no matter how large or small. This report gives a breakdown on the budget involved on the event and the industry trends which is a key aspect to take note on when planning an event. There are many trends, issues, and impacts linked to corporate Christmas party guest appreciation events. The Gantt chart included in this report is a great way to help event management to monitor the progress of the event. 
This report will also look at the situational and cultural considerations and why it is important to consider when planning an event and a S.W.O.T analysis has been done to identify the strengths, weaknesses, opportunities and threats. 
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Introduction: 
This report provides a comprehensive overview of a Corporate Christmas party themed Guest Appreciation Night held. Corporate Christmas parties are in very high demand as 77% business deem corporate Christmas Party event of the year. Companies are setting aside more money meaning a higher budget for the end of year Christmas parties (LLB Staff reporter, 2024). The event is organised to celebrate and express gratitude to all the esteemed guests for their continued support and loyalty. This event will make guests feel appreciated and thought of, and a great way to interact with clients to build relationships face to face (K1speed, 2019). The evening will be filled with festive activities, delightful refreshments, and opportunities for guests to connect and share in the holiday spirit. This report will detail the event’s planning and execution of the event, highlighting the importance of guest appreciation in fostering lasting relationships within the community. 
The event will be held at the Holiday Inn Sunderland on 4th December 2024, located at Keel Square in the heart of Sunderland City Centre, Tyne & Wear, SR1 3DS. Holiday Inn Sunderland offers comfortable accommodations, modern amenities, and a convenient location (IHG,2024). Sunderland Central Station and the Regional Metro rail, which connects to Newcastle, North and South Shields, are a three-minute walk away and the shopping centre just a short walk away. It’s a great place for hosting an event and meetings, the event will be located at the hotels spacious open lobby area (Cvent, 2024).  The event will be hosting 60 guests. This report will use frameworks such as event cycle, SMART, S.W.O.T and EMBOK Model.

Background to the event:
A Christmas corporate party is more than simply a frivolous spend; it’s a strategic chance for companies to connect, appreciate, and celebrate with their employees, clients and partners. It is an investment in the company’s culture, morale, and success. The benefits of such celebrations range from increasing employee morale and team spirit to building client connections and promoting the company’s values (Events by Knight, 2024).

Event Cycle:
The event cycle refers to the series of stages that an event goes through from conceptions to completion. The event cycle typically consists of five stages: planning, organise, measure, analyse and share (Lyyti, 2021). Without a well-thought-out event planning strategy, there is a risk of disorganisation, confusion, and failure to accomplish the event’s aims. Using a procedure for an event can ensure success (Younts, 2021).
For the Christmas Guest Appreciation Night at the Holiday Inn Sunderland, the event cycle would like:
1. Planning: The planning stage is the key element of an event which involves setting the date, budgeting, choosing a theme, and organising logistics such as venue setup, catering, and entertainment (Austin, 2023). The event will be hosted at the Holiday Inn Sunderland, situated in the spacious lobby. With a guest list of 60 guests. 12 tables with 5 seats per table. The theme of the event is to feature a traditional Christmas ambience, a welcome seasonal drink, canapes with a Christmas inspired buffet, hot chocolate station, discounted bar, Christmas playlist and games. 
2. Organise: This includes the actual preparations leading up to the event, such as sending out invitations, finalising the guest list, and arranging decorations. In terms of organising the Christmas party event the stages would be getting the invitations out to the target market. The target for this event is the IHG members due to check-in on the date of event, corporate clients, business guests and the regular bookers. The invitations will be channelled out through the sales manager who will be able to contact all of the corporate clients via email, invitation flyers for all IHG members who will check-in on the day. The venue will be decorated in red and green for a Christmas ambience with Christmas decoration, party hats and Christmas crackers on the tables. 
3. Execution: on the night of the event, this stage covers everything from welcoming guests to ensuring that the program runs smoothly, including activities and catering services.
4. Evaluation: After the event, feedback is collected from attendees and staff to assess the success of the event, identify areas for improvement, and inform future events. Ways in which feedback will be collected after the event would be by sending out online surveys to corporate clients and distribute paper surveys to guests attended. This will include questions regarding the event’s organisation and specific aims on the list. The feedback from guests is only one component of the evaluation. After the event the teams’ goals and objectives will be reviewed and discuss whether they were met. Discuss any areas that need improvement and ways to develop on event planning skills to grow and improve for future events (Younts, 2021).
5. Share: After documenting the results of the findings, share results and action with the team involved to be able make changes for the way events are run for future events.
Applying this cycle ensures that the Christmas Guest Appreciation Night is well-organised and meet the expectations of the guests, enhancing their overall experience.

Event concept:
On the day of the Christmas Party “Guest Appreciation Night”, the guests will experience a warm and festive atmosphere designed to celebrate the holiday season. Upon arrival, they will be greeted with a welcoming ambiance and given a complimentary mulled wine drink a traditional Christmas drink complete with Christmas decorations and a playlist of cheerful Christmas music. 
Guests will enjoy a selection of delightful refreshments, including seasonal canapes, Christmas inspired buffet and beverages. There will be a discounted 20% off at the bar all night throughout the evening, there will be engaging activities such as “get creative” games which includes build your own gingerbread house, solely or as a team, best one wins 2000 IHG points. Craft classes are a fun and engaging alternative to group Christmas celebrations. Whether it’s for a virtual or office-based festivities, these events offer a unique opportunity for teams to bond, and create lasting memories (Wokoh, 2024). There will also be opportunities for networking with fellow attendees.
Additionally, a speech from the host will be given on the night were there will be moments to reflect on the past year and express gratitude for their support, creating a sense of community and appreciation. Showering consumers with thanks may help businesses of all sizes create a loyal customer base, especially as the Christmas season approaches. Some leaders use presents or unique offers to reward loyal consumers, while others organise client appreciation parties. In addition to allowing leaders to engage with customers face to face, the perfect client appreciation event ideas can show companies sincere thanks for all the business that keeps their company running (Social Tables, 2024).

Aims and Objectives of the Event:
One overarching aim of a corporate Christmas party for guest appreciation is to strengthen relationships and foster a sense of community among attendees, while expressing gratitude for their support throughout the year.
SMART objectives:
SMART objectives, sometimes known as SMART goals, are a type of goal setting that enables managers and staff to establish, monitor, and achieve both short-and long-term targets (CFI Team, 2024). S.M.A.R.T. goals are important since they have five components Specific, Measurable, Achievable, Realistic, and Time-bound that helps to focus and reevaluate goals as needed. This approach might be useful for any team that wants to practice excellent project management (Leonard, 2024).
Here are 3 SMART objectives for the corporate Christmas Party event.
1. Boost Social Media Interactions: Increase social media engagement by 30% during the event by encouraging attendees to share their experiences using a designated event hashtag and offering incentives for the best posts.
2. Enhance Engagement: Ensure that at least 75% of attendees participate in interactive activities, such as games or team-building exercises, with success measured through post-event surveys.
3. Gather feedback: Collect feedback from at least 80% of guests through a post-event survey to evaluate their satisfaction and identify areas for improvement for future events.

Event Management: 
Event management is the process of organising, arranging, and carrying out events to fulfil a specified goal or set of goals. Events may help businesses achieve their goals in a variety of ways, including increasing brand exposure, generating leads, and promoting customer retention. This makes event management an essential component of many organisational strategies (Cook, 2024). 
EMBOK:
The EMBOK is a three-dimensional description of the knowledge and abilities required to originate, develop, and deliver an event (EMBOK, 2024). Using the EMBOK model (Event Management Body of Knowledge) to plan a corporate Christmas party can help ensure all aspects are covered effectively. 
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Operational factors: 
Gantt Chart: Appendix 2: 
Gantt chart is a great tool to monitor progress.
Venue: 
Choosing the correct venue for a corporate event is crucial for several reasons, it sets the tone and influences logistics, attendee comfort, and the overall experience. The location, size, amenities, and atmosphere of the venue can all have a big impact on the event’s success and appeal to attendees (ICC Belfast, 2024). The proposed location is Holiday Inn Sunderland, in the spacious lobby that have seating and tables provided, and perfect for an event of 60 guests. There is no on-site parking, but there is car parks situated nearby to the hotel with St. Marys car park being the nearest with a 3–4-minute walk from the hotel, ideal for the guests attending (Sunderland City Council, 2024).

Skills:
To host a successful corporate Christmas party focused on guest appreciation, the following skills are essential:
· Organisational skills: Ability to organise and coordinate all aspects of the event.
· Communicational skills: Strong verbal and written skills to effectively convey information to guests, team members.
· Problem-solving: During unforeseen events, they can rapidly make a decision while remaining cool.
· Networking: Networking events are ideal opportunity to broaden the network and prospective new leads.
· Creativity: The capacity to come up with unique themes (Skills you need, 2024)
· Leadership: Skills to lead a team, delegate tasks, and motivate others to ensure the event runs smoothly (Les Roches, 2024).
· Budgeting: Proficiency in managing finances to ensure the events stays within budget while still providing a memorable experience (ICC Belfast, 2024).

Staffing:
Whether it be a large or small event, employing staff with necessary expertise and experience is essential, regardless of the size of the event organised. It guarantees the success of the event and helps make a lasting impression on the attendees. From interacting with guests to serving food, event staff makes sure the event is a success. Establishing the roles of the employees for the event is the first step. Staff members working in registration, management, technical, catering, trade shows booths, etc, are examples of these positions (Runway Waiters, 2024).
Staff requirement for the event:
· Event manager/host
· Full F&B Staff
· Management team
· Housekeeping/cleaning
· Kitchen-chef/ pot wash
· Front of house staff
· Maintenance manager
The event manager/host will be on-site with the general manager who will oversee alongside the event manger that the event is running smoothly on the night ensuring everyone is happy.  Sales manager as they are the direct contact for the corporates. Full F&B staff will be needed to manage the bar and ensure all guests are satisfied with the food, the food is a buffet Christmas banquet and will need to be replenished which will be managed by the F&B staff, 4 housekeeping staff will need be on site to help clean up after the event. 2 kitchen chefs on the night of the event to manage the food on the night, alongside a pot wash who will ensure the dishes are washed so that the chefs don’t feel strained with food management. There will be 2 front of house members, 1 member will be responsible for welcoming the guests and offering a welcome drink upon arrival. The maintenance manager will be on site in case of any hazards that may occur on the night.

Risk assessment:
It is the responsibility of the event organiser to conduct a risk assessment prior to the party. Identify any potential hazards and devise strategies to avoid or reduce them. It is advisable to note this down to be able to refer back in case of an accident. 
· Put someone in charge
· Make first aid provisions
· Beware of fire and trip hazards
· Encourage responsible drinking
· Ensure everyone gets home safely (H&S dept, 2024).

The proposed event will put the maintenance manager in charge of the risk assessment, all staff will be given first aid training. The venue will have a thorough investigation for any hazards or trips which will be done by the event manager and maintenance manager ensuring all is in place. The bar staff will be advised to serve appropriately to guests depending on the guest situation. The event will not go on late into the night to ensure no one is too tired and everyone gets home safe, advise to travel together where possible.

Event Budget:
An event budget is essentially a financial roadmap for every event, no matter how large or small. It provides a complete breakdown of all planned expenses and revenue streams, allowing event managers to better mange their resources and make informed final decisions (Rudi, 2023).
Event budget and overview: Appendix 1

Industry Trends: 
There are many trends, issues, and impacts linked to corporate Christmas party guest appreciation events: 
1. Trends: 
· Immersive Technologies: Immersive technologies are transforming how people experience events, and corporate Christmas parties are no exception. Augmented reality (AR), virtual reality (VR), and interactive projections make these vents truly unforgettable (LinkedIn, 2024).
· Sustainability: Many companies are focusing on eco-friendly measures, such as using sustainable materials for decorations and catering. According to EventIndustryNews, eco-friendly methods and green initiatives will become increasingly important in corporate events. Companies will work to reduce their carbon footprint by implementing sustainable event planning strategies.
· Personalisation: Tailoring the experience to individual guests, such as personalised invites, networking opportunities and catering options. this is becoming more popular to enhance guest appreciation (3M BIC, 2024).

2. Issues: 
· Budget: Economic concerns can lead to reduced budgets for corporate events making it challenging to deliver a memorable experience (HR News, 2022).
·  Diversity and Inclusion: Companies are increasingly recognising the importance of creating inclusive events that cater to diverse employee backgrounds and preferences (Summers, 2024).
· Employee engagement: Ensuring that the event genuinely engages employees and makes them feel appreciated is crucial. There can be a disconnect if the event feels forced or insincere.

3. Impacts:
· Brand Image: Businesses are also more likely to make connections with their audiences over the holiday season through nostalgic ads and sentimental storytelling that invokes consumers’ memories of previous Christmases and resonates strongly with people of all ages (Feefo, 2023).
· Networking Opportunities: These events provide a great opportunity to network and a chance for employees to build relationships (Randtad, 2022). 
· Local events: There are a couple of events in the area on the same date as the event, The Christmas Market – 11:00-14:00 (Eventbrite, 2024) and the Slava’s Snowshow on from the 3-7 Dec (Sunderland Theatre, 2024), 2 showcasing first at 2:30pm and second at 7:00 pm, after consideration of other events the event time has been tailored to in a way that it doesn’t coincide with the other events. The start time for the event is 17:00 onwards which allows the corporate guests to attend. 

Situational and Cultural Analysis:
Cultural factors assist to understand what is essential to attendees which may influence anything from the day of the week the event is held and the communication style to the types and quantities of food provided (Rip, 2019).
The meals will be catered taking into consideration dietary requirements, and the guest list. Halal food will be served to cater the needs of Muslim attendees. 
Situational analysis: 
Managing the unexpected at events is a certainty for event planners. From equipment problems and venue modifications to weather delays and last-minute guest cancellations, event organisers must be prepared to face a mass of challenges that could jeopardise the success of their events (Garcia, 2024).
As the event manager the most crucial thing would be to stay calm and professional if any circumstances arose during the event.
A S.W.O.T analysis: APPENDIX 3 can help organise an event by identifying strengths, weaknesses, opportunities, and threats.  

Conclusion: 
In conclusion, corporate Christmas party “Guest appreciation” events are evolving and is a great way to show guests appreciation for their continued support and loyalty throughout the year. By focusing on all factor’s businesses can create memorable experiences that not only celebrate the guests but also enhance brand image. Navigating challenges involved when managing events, getting feedback after an event will help with future event managing. Ultimately, a successful Christmas party can significantly boost guest satisfaction resulting in higher revenue as this will result in more business from corporates and returning guests. 
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Appendix 1: Budget table and overview:
The budget for the event will come from the company budget, the event manager will minimise costs were possible.
· Venue: £0 cost as hosting for the hotels guest being the staff member.
· Seating £0 – provided within the lobby
· Staffing - £400 to pay for extra staff that would have to work on the night of the event
· Food: Buffet food and canapes, buffet cost breakdown about £10-£40 per head (Bark.com, 2024).
· Welcome drink/ beverage: £60-£66 for a case of 6 bottles of mulled wine each bottle serves 
· Advertisement: through the hotels sales manager via email/printed posters costing about £10
· Entertainment: £0 – use of hotels sound system 
· Decorations - £50 as hotel has Christmas trees and some deco from previous events
· Miscellaneous- £100 gingerbread workshop and other extras needed.
	BUDGET
	EXPENDITURE

	VENUE
	£0

	SEATING
	£0

	STAFFING
	£400

	FOOD
	£600

	BEVERAGE/WELCOME DRINKS
	£60-£65

	ADVERTISEMENT
	£10

	ENTERTAINMENT
	£0

	DECORATIONS
	£50

	MISCELLANOUS
	£200

	
	




Appendix 2: Gantt Chart:
Gantt charts allow to identify and manage all or portion of a project. Manage milestones and deadlines. It helps to break down projects into smaller tasks and visualise the dependencies between tasks. It makes project management simpler and there is improved transparency (Adobe, 2022).
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Appendix 3: S.W.O.T Analysis
The S.W.O.T Analysis method can be used by event planners to evaluate the strengths, weaknesses, opportunities, and threats when organising and executing an event. This will enable to create effective plans and conduct successful, impactful events for the guests (Brunnert, 2024). 



S.W.O.T analysis for a corporate Christmas guest appreciation party:
	Strengths:
· Networking
· Brand recognition
· Building relationships
· Attract and retain existing guests
	Weaknesses:
· Budget
· Communication
· Technology
· Staffing issues

	Opportunities:
· Sales leads
· Team building
· Returning customers
· Reputation boost
· Increased Revenue
	Threats: 
· Local shows and events in the area – Slavas snow show, Christmas market
· Guests not attending
· Staff shortage on the date of event due to illness




2

image2.png
+ v To-Do 7Tasks

Task Owner Status @ Duedate @ Priority Notes Budget Files
MARKETING INVITES - via ... [y @ 21Nov High Action items £50 ]
CATERING [y 30 Nov High Meeting notes £600
ENTERTAINMENT / CREAT... ® 28 Nov High Other £0
DECORATION @ 28 Nov High £50
STAFFING @ 15 Nov High £400
RISK ASSESMENT ® 1Dec High £0
VENUE SET-UP o 3Dec High
+ Add task

sum files




image1.png
CORE Crearwy
VALUES [Stuse

0 Assess
W SeLect
Monor

Comnunicae
DacumenT

ADMINISTRATION

oEsiGH

DOMAINS

Tumarion

PLanning

e m | Ec IMpLENENTATION
Event

PHASES Cuosure

@203, niomatonal EMBOK Etecutve, 4 Rights





