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A clear description of the event, including concept
Remember the ‘five Ws’:
1. Why is the event being held?
2. Who will be the stakeholders/community in the event?
3. When will the event be held?
4. Where will the event be staged?
5. What is the event content / product?

Aim and objectives
Your overall event aim – be clear on what it is intended to do: “generate a suitable idea for an event which meets the needs of a specific community”. Raise money for charity.

SMART Objectives:
· Specific – carefully focused on the mission of the event
· Measurable – expressed in a concise and quantifiable form
· Achievable – objectives can be realised given the human, financial and physical resources available
· Realistic/Relevant – applicable to current environment
· Timebound – achieved by a designated time

Market research identifying the event consumers/market segments the event is designed to appeal to
Demonstrate why your event is suitable for the location/demographic you are targeting.
What competing events were there – why was this not an issue – what was your USP?

Concept screening 
Many concepts or ideas 
1st screen: marketing (who will attend) 
2nd screen: operations 
3rd screen: financial 
Remaining concept(s) and choices

(Refer to Week 1 Workshop slides for what to consider in each screen)

Timing, location and event programme
Event venue (Week 2 Lecture) – Criteria: 
· Marketing
· Functional
· Operational
· Risk Management
· Financial
· Aesthetic
· Demonstrate why your chosen venue matches/supports your event concept.
Event programme (Week 5 Workshop – on the day logistics/running order/staff briefing, etc.)
Evidence of project planning techniques used e.g. WBS, Gantt chart, etc.
Week 2 – Workshop slides
These can go in appendices or main body
Critical path analysis
How did you decide on timescales/work breakdown, etc.?

Evidence of the division of work and responsibilities 
e.g. minutes of meetings, email correspondence - in appendices.
Contribution audit – this should be emailed to me separately, not included in Turnitin submission. 

An event marketing plan
How, when and where the marketing and communication of the event will occur
Week 2 - Lecture
Marketing planning process
Market selection and segmentation
The marketing mix 

A clear outline of expected expenditure and income 
Include consideration of the resources required to: stage, staff, and create the event and venue.
Include external event suppliers.
Week 3 - Lecture 

A risk management plan and consideration of Health and Safety and legal arrangements
Evidence should include public liability insurance document, any required licences, risk assessment and emergency plans.
Week 3 - Workshop
Risk assessment should be specific to your event, not generic to the venue. 

Contingency planning
Budgeting for additional resources.
Controlling number on the night – tickets ahead of event, not on the door sales.

Evaluation strategy 
Week 5 - Lecture
Indicate why you should evaluate events.
Indicate how you plan to evaluate the event – provide evaluation plan (links to assignment 2)

General Guidance
· Adhere to the 2,500-word limit (+/-10% = 2,250-2,750). Anything over this will be penalised in line with Academic Regulations;
· Refer to pages 3 and 4 of the assessment specification for specific guidance on each area of marking;
· [bookmark: _GoBack]These are guidelines only, not a prescription. These are areas to cover but it is up to you how you structure your work. 
