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Introduction

The following report provides a planning process, containing many strategies on how to deliver a successful event. It includes time management strategies, a finance breakdown and various planning techniques. The chosen event involves a pub quiz with a ‘twist’ targeting students, on a Wednesday(student night), in the heart of Swansea’s city centre. The Hyst, a bar known for live music and events, holds a capacity of 85 people and is located near wind street where the students will be able to venture off afterward following a lively, fun, and exciting event(The Hyst, 2020). They can have the chance to win prizes, such as alcohol and socialise with other students who take part. The idea came after researching popular events and games, both pub quiz and the game ‘Cards Against Humanity’ were mentioned several times, so the team linked the two together and came up with ‘Win or Booze’. No other organisation has come up with the idea, which suggests there is a gap in the market and therefore is very likely to succeed. The point of the game is to answer the question with the most entertaining answer, which allows students to be their ‘banterous’ and boisterous selves. The report explains a ‘step by step’ guide of how the event has been planned and how the marketing and advertising is structured to encourage students to attend. The event will commence on the 18th of March at 7pm, which is brain awareness week(Cache, 2020). The aim of the event is to gain a profit to donate to the charity ‘ Tomorrow’s generation’ which is a charity who focuses on dyslexia, which a lot of students are diagnosed with(approx 1 in 5 students suffer with dyslexia)(Cache, 2020) (Tomorrow’s Generation, 2020).
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Planning an Event

There are multiple factors to consider before delivering a live event, no matter how small.(Allen. J., O’Toole W., McDonnell I., 2011) The factors that make up an event consist of legal requirements such as a risk assessment, time management techniques such as a gantt chart, and also requirements such as human resources, eg. transport and hospitality(Blden C., Kennell, J., Abson, E., Wilde, N. 2012). While planning an event, it is key to think about how to market and advertise the event as well as researching the target market and competition for the event idea. The event planning process allows an event to be organised and well structured; a plan can illustrate whether or not to proceed with the event but it can also be evaluated afterwards for future events (Masterman 2009). For the event to succeed, a planning process needs to be put in place as it can guide staff who may be working the event on the night but it can also make attendees aware of what will happen on the day. A WPS tree structure chart was formed to narrow down the main priorities of the event and what elements need to be taken into consideration (Bowdin, G.A.J, 2011). There are many ways to plan an event, for example, an operations screen plan can be used to help an event team consider factors like equipment, timescales, legalities, and location(Conway, D.G. 2009).

While planning the event, the group had discovered a time management strategy known as a Gantt Chart which contains the deadlines of each priority so that tasks would be completed by the time the event comes round. The aim of the chart is to organise and prioritise each task to then estimate how long it will take to complete so that the work doesn’t build up and overlap with other tasks before the event (Shone, A. Parry, B 2004). For example, the risk assessment would get completed after finding the venue, as the management will need to know if the bar has multiple fire exits and a first aid kit. The gantt chart shows that the ‘marketing screening’ overlaps with ‘confirming a venue’ and ‘creating questions’, to manage it correctly, each task was given to different members of the team so that the stress of completing multiple tasks didn’t depend on one person. Goldblatt stated that an event concept should be created before proceeding with an event so that a team can determine whether there is enough time to create the event idea and deliver it accordingly (Goldblatt, 1997).
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Before choosing the genre of the event, it is important to consider the number of resources there are to work from, in this case, the team had to create an event from a zero-based budget, meaning that the budget is worked on from a zero base(no money to start with). The team has decided that the ticket sales will be sold in advance so that it is guaranteed any expenses for the event can be paid for, such as decorations and venue hire. The management of the event team consists of 3 students, Chloe, who has focused on the structure and time management of the event, Elendid who has constructed the financial aspects of the event and Megan who has focused on finding a venue and has organised a communications table(see below). 


	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6

	Monday 10th February 
Meeting
9.00am 
Uwtsd Business Campus
	Monday 17th February
Meeting
11.00am
The Hyst

	Monday 24th February
Meeting
9.00am 
Uwtsd Business Campus
	Monday 2nd March
Meeting
9.00am 
Uwtsd Business Campus
	Monday 9th March
Meeting
9.00am 
Uwtsd Business Campus
	Monday 16th March
Meeting
11.00am
The Hyst




A communication sheet allows the team to meet up and make other members knowledgeable of the performance of the allocated tasks(Hoyle, L.H. 2002). It can also be a way of sharing ideas and helping each other complete the assigned projects. It is important to include a communication plan so that the team is informed of important meetings with the venue management so everyone is made aware of what will happen leading up to the evening. 

After careful research, the team has decided a pub quiz ‘with a twist’ would attract many students. There are many games currently popular in the media, including ‘Cards Against Humanity’, which is why the pub quiz will have a ‘twist’ much like the famous game; meaning that the most entertaining answer would win, not the correct answer. After the excitement of the idea, the team must follow planning strategies to know whether the event would be successful. 

The next step in the planning process was to look for a venue, one that had the right capacity and was easily accessible for students; as most students don’t own a car, it had to be close to student accommodation and easily accessible by bus or taxi. Megan contacted The Hyst Swansea, based in the city centre as the price was reasonable and the capacity holds 85 people as well as having disabled access. The Hyst have a license to serve alcohol and refreshments, which allowed the event management team to focus more on the preparation and delivery of the event. After having a meeting with the venue manager, Ben offered the venue for 20% of the ticket sales, he also offered to host for a charge of £30 which included the speakers and Spotify to play music on the night. Ben is also providing staff to work the night of the event, e.g. chef and waitress.

There are many places in Swansea that have events the same week, many of them being a pub quiz. On Thursday the 19th of March, Bierkeller is holding an RnB Pub Quiz, as the event is also targeting students the team is aware of the high competition with such a well known, popular bar (Bierkeller, 2020). Luckily enough ‘Win or Booze’ has a twist which makes this event so different. Attendees can also get encouraged to attend an event that is supported by a charity, as people prefer the ticket money to go to a good cause. The management hope this will be another element as to why attendees choose the ‘Win or Booze’ charity event over others. The event is taking place on a Wednesday, using the best night to attract students as the environment will be a good place to ‘pre’ drink before hitting all the bars on Wind Street.

Ticket sales start from £10 per group and each group can have a maximum of 5 people. Groups that are attending the event have the option to pay £30 which will include their ticket and a bottle of prosecco or the option for the third package which is at a price of £60 including the ticket and a bottle of vodka with unlimited mixers; a usual package like this costs over £100 in other bars in Swansea(Peppermint, 2020)(Fiction, 2020). Package deals are popular as people would prefer to pay a reduced price and get the bottle to share in groups rather than paying £7 per drink that will gradually build up over the night. Attendees are able to buy the packages on the night and the ticket price will be deducted from the package price. Ben sells a bottle of vodka for £40 allowing extra profit to be made from packages which will allow the team to make more money for a good cause.

Below shows the workouts of the financial costs of the event. As the expenses were leaving the team with a little profit to give to the charity, Elendid found a way to get a secondary income for the charity ‘Tomorrow’s Generation’ who then offered a hamper free of charge, which was used as a prize for the raffle. The hamper included kitchen products and refreshments which were advertised to family members and customers in the workplace and university. The raffle winner was announced a week before the event, with £80 worth of raffles sold. 
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Below shows a WPS Tree Structure graph which is a detailed diagram of elements to consider in each category(e.g ‘category’ meaning ‘entertainment’, and ‘element’ meaning ‘quiz questions’).
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Elendid and Megan created a facebook events page where it was shared several times by friends and other students. It was able to be shared to the ‘Overheard in Swansea’ group which is a student platform on facebook used for events and queries by students within Swansea. Chloe created a poster and logo for the event so that the page had personality and represented exactly why the event intends to take place. Attendees are able to get tickets via Facebook messenger or tickets are also available over the counter at The Hyst. The reason Facebook is the main platform for advertising is because it is the most used social media app for events, and being able to advertise them free of charge (Facebook, 2020). The event is currently a one off project so creating accounts on other social media platforms would be unnecessary in the limited time available. Ben has also been asked to promote the event using The Hyst’s social media pages via Instagram, Twitter and Facebook. The money from the tickets was received through bank transfers, one person from the team sent the attendees a confirmation email.
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All attendees must be over 18 and will all be asked for ID on the day of the event. According to The Crown Prosecution Service it is the law to ask for photo identification of anyone who looks younger than the age of 25 (CPS,2020). A risk assessment allows the management of an event to prepare for an accident before it happens. It is law that all events must have a risk assessment in place before the event. A risk assessment is important for an event in case of emergencies, it is good to be prepared on emergency contact numbers and make management aware of where the fire exits and first aid boxes are in the hired venue. Accidents are common in events, especially when alcohol is involved. Below shows the risk assessment for the Pub Quiz event taking place on the 18th of March.
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 A running sheet has been prepared below to guide all team members on the actions that will take place on the day. Team members are encouraged to attend early to set up and stay later to clean up after the event.

	5.30 pm
	6.30pm
	7.30pm
	8.30pm
	9.30pm
	10.30pm

	All team members decorate and set up tables.
Set up a que divider outside incase of ques(Ben providing the queue divider)
	Clean and introduce guests, guide to allocated seats
	Start round 1 and 2 quiz
	30 min Break 

9pm start round 3 and 4
	Carry out rounds until complete

Once complete play music to give the choice for students to stay longer
	Start to clean up
(Ben is providing cleaning products and bins etc.)




Evaluation Strategy

According to Bowdin (2012), after the event has been completed, it is important to evaluate the plan, acknowledge what went successful and what the management should change if there were to be another event. It is important to get feedback from the attendees as what may look attractive to the event team, may not for the guests. By receiving feedback the team will know what to change for future events. Below shows the small feedback forms which will be placed on each teams table and be kindly asked to fill out once the event has finished ready to collect when cleaning up at the end. 



	We kindly ask for your feedback, please could you mark the sheet accordingly
	Thank you for attending
1(being terrible) to 5(being amazing)

	Customer Service
	

	Entertainment
	

	The whole experience
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