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Debbie Jenkins 
Live Events Project (BMTP5021)

Event Overview
The event that's being organized is to celebrate 30 years of travel and tourism of UWTSD. The event is called the Pearl In Time celebration, which is a formal event with a color themed of blue and white as it represents the name and ocean themed. The event is a student-based event for students who are over 18+ due to alcohol. According to Global Expo (2024), if an event follows a theme, it can encourage more interaction among the attendees. A well-chosen theme builds excitement and ignites curiosity. Attendees are more inclined to connect with both the event and fellow guests. The shared experience of a theme fosters unity, encouraging deeper connections. Whether through themed attire or activities, guests find joy in participating in an entertaining and meaningful manner


Timing, Location & Programme
The Pearl In time event It's an evening event which will take place for no more than four hours, it will start at 7:00 PM and end at 11:00 PM with everyone out by 11.15pm. The Date of the event will take place on 21st February 2025 at the location of Dylan Thomas Centre 6 Somerset Pl, Swansea SA1 1RR , there will also be parking space on the night of the event and it's also in the heart of Swansea as Google Maps (2019) states that wind street is only 4 mins away from the venue so everyone can go out and party after or head over to a hotel for the night. 
When the attendees arrive, they will be greeted by one of the team or the security guard at the door who will have a List of everyone who attending and will need to tick off everyone as they enter through the main entrance, so we have that in the event of an emergency, one of the team will be upstairs meeting and greeting everyone as they walk through to hall where the main event is taking place, also give a speech to say thank you to everyone and about any safety and for in an event of an emergency and a run through the night. Due to the event only being 4hrs i feel that we don't need a break, and we will be networking with everyone who attends and do follow ups with them.
According to visitwales (2025), that the Dlyan Thomas Centre in Swansea has a primary venue for holding all kinds of events such as exhibitions, studies rooms and events focused on celebrating the life and literary contributions of Dylan Thomas.
When The Dylan Thomas Centre opened on 27 October 2014 it had its first permanent exhibition 'Love the Words' celebrates what would have been Dylan Thomas's 100th birthday. This exhibition features interactive displays that delve into the life, work, and cultural milieu of one of the twentieth century’s most iconic literary figures. Visitors will find a special learning area, engaging activities for children, and a space for temporary exhibits. 

Aim and Objectives 
Overall Aim: To celebrate 30 years of travelling tourism. To learn and understand all aspects of how to organise and run an event. 
Objectives:
Objective 1 – Create Sale point to sell 50tickets on Eventbrite 
Objective 2- Create it. Buffer menu for large event and cater for everyone's needs.
Objective 3- Making awareness students of the event and promoting with discount code and, Giveaways.
Objective 4 – Theme that Goes well with the event.
Meetinghand (2024) States that using SMART goals created by Doran (1981) is cruital for outing a clear pathway to success and mainating accountability throughout the planning stages. 
	Specific target 

Host an event to celebrate the Tourism and events course with a DJ for live entertainment, multiple choice buffet, socialize.  
	Measurable 

Aim for a 70% satisfaction rate with around 50 attendees. 

	Achievable 

Work as a team to give out roles and responsibilities to our ability 
	Relevant 

Celebration the anniversary of the course that we study whilst we learn how to run an event from start to finish from all aspects.

	Time-bound 

[bookmark: _Int_tpJCG4DC]Plan and execute the event by the 21st February 2025 and communicating with team throughout, to ensure everything is on track. 
	



As part of the planning phase, the group made a work breakdown structure known as the WBS Tree and according to Mathis, M. (2022) WBSTree helps to define the organization, also to ensure the entire project is more accurate and specific. This can be done by use hierarchical tree structure as each structure helps break the projects objectives and outcomes are grouped into a detailed and measurable parts for everyone. It also helps to assign roles and responsibilities, recourse allocation and monitoring and always controlling the project. 
In the WBS Tree Simon tasks are venue which includes of booking and Layout also Simon had Sponsorship with welcome drinks, and last was Ticketing which includes Sales, prices, information point. These roles Simon was in charge with are important because the venue is where the event will take place and to find the cost and staffing that comes with the venue also the layout to ensure the venue is big enough for the amount of attendees and to also have seating area with a stand and dance floor for the . Sponsorship is important as they help with the finance side and help keep cost low as possible and helps with more ideas and help expand in different ways and to get better options. Ticketing is very important as you can find out how many attendees will be there on the night, and it shows how much is made.

[bookmark: _Int_SgTqtfV9]Belbin team roles from Bitesize Learning (2024). Highlights what an individual brings. Two team. By looking at the knowledge, experience and traits and now the individual will fit on collaborate within a group before hundreds of tasks for the event. Belbin showcases 9 ‘types’ of people, Coordination to align the team, shapers to push things forward, evaluators to keep track of what works and wouldn't work, research investigators, team worker, completers, implementors, specialist and plants. Belbin discovered that teams displaying a balanced of these roles would have full effect relationship and teamwork, by doing so the team can strategically bring out the strengths to lesson the impact of the weaknesses 
By looking at the Belbin's team roles Simon is a shaper to find the best approaches to solving problems like to question things, and push team on to complete tasks.

Also, as part of the planning phase we use a Gantt chart for different timings and days. According to APM (2021), Gantt charts help shows the activity that are planned to schedule times and will be used all the way through the planning project. By using a Gantt chart, it acts like a timeline which will help keep all tasks on the right track when we are working in a large team and compiling with vendors and stakeholders. According to Meardon, E. (2024) they also simplify the creation of complex plans, especially when coordinating multiple teams and adapting to changing deadlines. It also assists teams implanting task to meet deadlines and effectively allocating resources. 
Mind Tools (2022) States why Gantt Charts are important. By managing projects involves juggling numerous activities and ensuring they are completed on time. Missing a deadline or completing tasks out of order can have cascading effects on the entire project, leading to delays and increased costs. Therefore, having a clear overview of all required tasks and their timelines is crucial. Gantt charts visually represent this information. They list all project tasks and their order, displayed against a timeline. This provides a quick and comprehensive view of the project, its tasks, and their respective deadlines.   [image: ]
Ticketing
For the Pear in Time event, we chose to use Eventbrite as a ticket website, Eventbrite (2025) is an all-in-one ticketing and marketing platform, it's easy to use and looks professional when the attendees open the link to book tickets. This website only takes £2.21 of booking fees which is added at checkout. On the other hand, we researched other ticketing sites such as Skiddle (2025) who takes £2.25 of the cost, and they aren't popular site and then Ticketmaster Help. (2024), are even more expensive with their booking fee who takes £5 of the cost of the tickets, so as a group and Simon who in charge of ticketing made the agreement to go with Eventbrite as its the cheapest and easy to use and know customers will be used to with it.

Running order of the event 
Naikreatif International (2024). States that events aren't all about how many are attending it's about creating a unique and memorable experience for all. If an event has bad event planning, you can create an event that caters to the audience and makes an impression. Very detail, from the venue to activates, must be thoughtfully planned to ensure an absolute and unforgettable experience. 
Before starting to plan an event, start with clearly defining the event's objectives. This will help steer all decisions, ensuring that all elements are being followed form the theme to the budget are all put in order with the event's goals.
The running order for the Pear in Time celebration is, at 2:30pm event organisers meet outside the DTC – Dylan Thomas centre and the team will meet the kitchen staff for the night, then we will head in to the main area where Simon one of the organisers will have the floor plan where tables & chairs need to be located along with the Dj, the event team will start with decorating the area which will take no more than 1hr which will take use to 4:30pm then the can decorate the tables an buffet table 1hr max that will take us to 5:30pm.
 At 5pm Simon to meet Security and give him a run through the event and give everything he need to know, then at 5:30pm Nia will meet the DJ and help set up 6pm Simon just runs through the risk assessment make sure there no changes. At 6:30pm Jac will start getting drinks ready for arrival. Between at 6:30pm all organisers will have to be ready for the guests to arrive at 6:50pm one of the team will be at the door ready to meet and great at the door on arrival until around 7:20pm and then also some upstairs to meet and offer welcome drinks to the guests. 
As we wait more everyone to the guests have an opportunity to do some networking with each other at 7:30pm hopefully someone from the team will give a brief of the night and about any safety roles e.g. fire evacuations. At around 8:30pm the buffet table will open for everyone to get a bite to eat then after they have finished their food, they can dance the night away. 
10-10:30pm we will select a winner for the best dressed competition. Bar will then close around 10:40pm ish, at 10:55pm we will start asking people to make their way out. And begin the cleaning stages.
During the night Simon will be taking photos and floating around to see if he can tidy up and check buffet tables. This helps by keeping things on task and to ensure everything is kept clean and tidy to a high stranded and it also help to the end of the event cleaning stage as you can all get out from the venue on time, with floating around can help with anything that needs to be addressed or talking to guest to ensure they are have the best time and making sure everything runs smoothly to ensure a great turn out.  
Stock, J. (2020).  States that taking photos and an event is important due to it being invaluable tool for capturing the moments of aspects in the event. Capturing photos during events enables event organizers to preserve memorable moments and utilize them for future benefits. Event photography can be utilized in numerous ways, from enhancing digital marketing efforts and promotional campaigns to supporting various event functions. It's also evidence that the event took place and that there was a large number of attendees. 

The event is a celebration of travel and tourism with the theme is Pearl in Time so it's a blue and white, so it goes with the theme of pearls. The decorations on the night will consume of balloon arches, banners, table decorations and chair cover each table will be decorated with table clothes and chair covers. 


Marketing 
The 4p’s of marketing by Mccarthey (1960) has an important impact on how to advertise and promote an event, by looking at the pearl in time marketing post on Instagram we can see that the products which is the celebration of 30 years of the course is shown really clearly with the pearl which is what you give people on their 30 year anniversary is the centre piece of most advertisement. Price £20, the products of it being a ball celebration with clear instruction of having a dj and buffet and a dedicated formal themed dress code and finally promotion, the group promoted this event on social media interacting with all the student that currently study this course, promotion of creating give aways to win a free ticket, a raffle on the nights to win prizes to get more people to buy tickets. Below you will find the posters and social media content created to advertise to those students and the target market for the event.
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Promotion
The event did have a promotion for ticket sale the first one was done was a giveaway on the social media page to get more people involved and to also get our social on the go. For the second promotion we did a discount code on tickets for a couple of days so we can get more tickets sold.


Sponsorship
The team decided to try and get some sponsorship which has been successful with Castell Howell give use £100 towards our food cost which will help us get more food for the event, we also had 3 bottles of free non-alcoholic prosecco which will help if no one likes alcohol and for people who may be driving . 
[image: ]

Market Research & Target Audience
The consumer groups for the Pearl In Time celebration event would be towards students, plus pasted students who are interested or involved in travel and tourism it can be college and university student who are really over the age of 18+ due to alcohol on site, it's an affordable price and it also give a really good vibe and helps other student in different year groups to bound with each other and make new friends and to also give them a formal even. According to Imagina. (2024), having discounted Tickets students help make the event more affordable to all who would like to attend, which will make a larger range of audience. Using these approaches and adjusting discount rates based on categories can boost your brand's reputation and image. The emphasis on diversity ensures that everyone, regardless of their budget, can participate in your event. 
How the event marketing team help market was by providing a social media account which was posted daily to keep student mind on it and that it was happening and reminding them the date it is happening, there was also posters posted through the campus and at student accommodations also the word of mouth when attended the ITT future you conference, there was also posters posted on the screens throughout the campus.
 On the social media the event team decided to engage with their followers to help boost the event buy doing a giveaway for a change to win a free ticket to the event which worked out well, then we did a promotion where they can get their tickets cheaper to help others who needed their tickets.


Event Marketing Plan
The event marketing channels was used are social media platforms such as Instagram which shared content where some of the content was engaging with others that followed the account, there will be some photos being uploaded soon on set up and the day, the marketing team will be doing a post to the count down to the event each day until we reach the day where the team will be looking forward for the day. Our advertising as been done through the university and by posted and social media due to it being a student event. Emails have been sent out for allergies and their source of contact we will be sending reminders this week with parking and where the venue is and what is to be had and if there are any issues with tickets.  
The purpose of the event is to celebrate 30 years of travelling tourism and it is also to bring everyone from the travel and tourism Degree Together to celebrate it also gives the opportunity to collaborate with each other. The benefit of this Event is that it is a formal event, so it gives everyone the opportunity to attend an informal gathering.
Sponsors 
All funds that are being made from ticket sales will cover the costs for everything such as food, decorations, welcome drinks and entertainment. There's no money to be made from the ticket sale as give to the costs of food and Entertaiment and more. We have kindly been given £100 from Castell Howell’s that will help towards our food cost to keep it down and to get more food. We were also kindly donated 3 bottles of non-alcohol prosecco from Morrisons in Llanelli. There are grants available if we do not meet their criteria and we lose money to the event, but you will have to apply through the UWTSD bursaries and you must have recipes to show proffer.   







Finance
Finance is important in any event many reports such as Shawbrook's (2025), visit Monmouthshire, 2025 and Baumann, 2017 all agree that event budgeting allows you to host events whilst sticking to and achieving the objectives. They recommend splitting the budget into categories of fixed cost such as venue cost, DJ. Variable cost such as food, free drink on arrival, decoration as these can be variable to how many guests we cater for and how much decorations we put out, revenue of the tickets sold and finally the profit made or loss. 
For our event we have simplified the budget categories into venue, marketing, staffing and catering to be able to visualise what each role or section has spent.
Expected Expenditure:
Venue & Equipment: £100
Marketing & Promotion: £0.00
Staffing & Security: £0.00
Catering & Logistics: £500
Miscellaneous: £0.00
External Suppliers: Entertaiment £140
Budget Report: £740
Ticket sales - £822.60 

The event has got a Risk assessment for the venue and thing that could go wrong and what we can do to prevent it for happening, the risk assessment took place on the0/02/2025 and we will reassess on 21/02/2025 the day of the event when everything is set up. t up. For the health & safety for our guest we have got a security guard who is also first aid on site alongside we have staff who are first aid trained and Simon who the event organisers who knows first aid. All are Legal requirements are all done through the in-house venue when we booked, we made sure all the licenses and all legal requirements are up to date. Required Licences: Alcohol and music. Emergency Plan up on hearing the fire alarm the event team will get everyone one out of the building quakily and safety and before we start, we will tell everyone where the meeting points are and where the fire exits doors are located.

There isn't a backup venue as we are guaranteed to have the venue, and everything has been sorted with the venue, and we are always in touch with them as we are having the food delivered there as well. According to BBC Weather. (2025), and Met Office. (2025). UK weather warnings, Weather conditions on the day says that there is a yellow weather waring in place from 8:00am to 3:00pm so this shouldn't affect our event in any way it also say from 7pm-11pm its cloudy sky with high of 10*c. Our supply will be Howell, C. (2025). Castell Howell Foods.  
To measure the success of the event to get a post evaluation satisfaction rate we will create a survey, to hand out to attendees by the guest list from the event brite tickets sold. For measuring our success is by the ticket sales and then throughout the event this is also how we would track the attendance of customers who are attending the event we will have a debrief meeting on Wednesdays the 26/02/2025 to see what went well and what didn't go well and what can be done differently.
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