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1. INTRODUCTION

1.1 EVENT BACKGROUND
[bookmark: _Hlk36157125]The event which is currently in the planning stages in the Swansea soup event based on the idea which was originated in Detroit and has now spread to several UK locations including Sheffield, London and Brighton (Ruz, 2015). The idea is that people with projects that benefit the local community, pitch to businesses, whom have paid an entrance fee and then the raised money is given to the winning pitch as determined by the audience. This also works as a networking event, as attendees eat soup whilst the votes are being counted and liaise with each other, encouraged to share ideas and build helpful connections.
This event is set to happen on Wednesday 18th of March 2020 from 6:30pm-10pm at Old Havana (see appendix 1). The reason that this venue was selected is because based on the venues that were met with, Old Havana reached the requirements that were set out (see appendix 2) (Painter, 2016). In terms of the functionality of the venue, depending on the size of the audience attracted they were able to offer different spaces to host these numbers as well as being able to restrict the public access of these areas. What’s more they can accommodate pitches as they have a PA system in place already. The venue was also adaptable to the budget for the event, and able to give it at the lowest price. In terms of marketing, they have a team dedicated to this, whom were also willing to get involved with the project. In terms of the aesthetic of Old Havana, the interior had a warm and friendly atmosphere which fit with the feeling that was hoped for attendees walking into the event which was hoped to be welcoming. This atmosphere was key to making attendees feel comfortable which was important when it came to the networking portion of the evening. The other venue that was considered has similar features in terms of the marketing, space and exclusivity, however they were not able to be as flexible as Old Havana were in terms of pricing and it was not as welcoming as Old Havana
In terms of the program of the event (Isaac, 2020) (see appendix 3), it is designed to allow the maximum time for networking between attendees as well as being designed to ensure that there are strict validity checks regarding voting. For what the event was trying to achieve, (see appendix 4) the main objective would be to raise money for a local project, whom otherwise would have to try and find funding which is already sparsely given out, ““There’s often nowhere else for social enterprises to go,” says Rosie Jolly, the chief executive of SEN who reports directly to Liverpool mayor Joe Anderson. “They might get a loan but there are no grants anymore. Social entrepreneurs are getting into debt from the start.” (Wylie, 2014). The main objective of this event would be to raise the awareness of these small-scale projects by having 30 attendees whom have brought tickets by the date of the event. This allows the exposure of the projects by building an audience whom can see their pitch and learn about their organisation. 


1.2 EVENT PLANNING
The planning of the event was based on the model set out by Sport, Recreation and Tourism Event Management (Mallen, 2008) (see appendix 5) which states that the planning process is broken into four phases: development, operations, implementation and evaluation. This is how the event planning was subsequently broken down. The development stage was thinking of the idea and then seeing what competing ideas there were in the area in addition to seeing if this was a feasible concept based on the timing that was available. Following on to this, was considering what the budget was, the venues present in the surrounding Swansea area and the estimated profile of the attendees. This set the tone which allowed the rest of the planning to start to formulate. Following this was the operations part of the planning. The model describes this part of the plan as “logical, sequential, detailed and integrated (…) the activation of a plan refining process” (Mallen, 2008). This resulted in the breakdown of tasks using both a Gantt chart in addition to a work breakdown structure.
A Gantt chart “a visualization of the steps it takes for your project to be completed” (…) Gantt charts show sequencing and dependency. In other words, they show the order in which tasks need to happen, and whether one thing must occur before another” (Duffy, 2016) (see appendix 6). This visual process in addition to having the time which was allocated for each task allowed the planning to be logical as it was clear what needed to be done and when, so that importance could be placed on tasks which were needed to be completed immediately compared to tasks which were needed to be done later. This allowed the planning to become more refined as the responsibilities were given a deadline which had to be met before the next task could be started. However, there are some restrictions as to what a Gantt chart can do such as, they do not show “the resources available to do the job or if you have given someone too much work to do in the time available” (Shone and Parry, 2016). Therefore, there was the extra precaution to do the work breakdown structure in order to refine the planning process further.
A work breakdown structure, or a WBS “consists of decomposing the internal process specifically within the PMU-oriented activities individually towards a "deliverable"” (Zecheru and Olaru,2016). This means that the tasks are broken off from the project into sub tasks, and then further into smaller and more detailed tasks (see appendix 7). This allows the minor details to be considered in addition to breaking the tasks down by responsibility which allowed them to be allocated easier. This means that the WBS is good to have alongside the Gantt chart as it will take into consideration the smaller tasks and whom is doing each task, not over allocating one person but more evenly distributing the workload. Hence the decision to use both as the Gantt would help define a timeline of tasks, but the WBS helps breakdown the tasks and the details associated with each task. There were also the uses of to do lists (see appendix 8) which encompassed what was on the planning documents but focused on smaller urgent tasks.
Following on to this was the implementation of these plans. This was following the plans that were put into place and allocating the work to the team based on their role which was previously assigned. The implementation phase consisted of ensuring that there were venue meetings (see appendix 9), setting up of social media and guaranteeing the message was spread, contacting charities (see appendix 10) and trying to get businesses to also come to the event (see appendix 11) (see appendix 12). There was also the process of establishing the ticket page which allowed people to come to the event as well as the application form which let those whom wanted to pitch to sign up to the event (see appendix 13). Anything completed in this stage was then cross referenced with what had been set out by the planning stage and this allowed jobs to be fulfilled and the event idea to start to develop.
For the evaluation, currently the only plan in place for this would be an exit survey (see appendix 14)(Graham Gibbs Reflective Cycle Model 1988, 2018) which is going to be used to see what the attendees thought of the event. The questions are built around if they find the venue was the correct location for this type of event, which will help for whether the event continues in this setting. There are also questions based around marketing, so if this was enough which again will help the next version of this event to see if there could have been a different type of marketing or more. The survey also queries about the timing of the event and whether this was deemed suitable for this event. With this being an event which centres around networking, the timing and the availability for people to network is deemed important and so collecting feedback will allow there to be either more allocation of time for that or less time, if it is considered that there was too much time not accounted for at the event. 

1.3 EVENT MARKETING
When it came to marketing this event, the priority was to decide on the audience for this event. When considering the audience, it was decided that there was not particular audience, in terms of demographics (see appendix 15), however, the target market would be those whom either ran community interest projects, were actively involved in community interest projects or ran a local business. The first part of the marketing process was to conduct research into any similar events to Swansea Soup, any events happening in a similar timescale and potential venues (see appendix 16) (see appendix 17) (Praveen, 2019). This then set the tone for the venue choices, which were more casual spaces as it was decided the event should seem accessible and welcoming. In addition to this, the team were able to conclude this event was the first soup event to occur in Swansea. Building on this, it was ruled that the best option for marketing would be a social media-based campaign (see appendix 18). This is because this is a widely used tool which reaches many different sections of society (see appendix 19) (see appendix 20) (Gregorio, 2014). Another part of the marketing plan was the website (see appendix 21) which hosted all the information in the one place and allowed blog posts to go up, thus furthering the communication between the team and audience. Furthermore, having the campaign being online meant that there could be monitoring of engagement on posts, which helped gage the reaction of the event, which could then be used to predict the success of the event as well as show if there was a need for further marketing and if the message was reaching the desired audience. For the frequency of posts, this will regular social media and blog posts. This is because people are more likely to check social media frequently, with a 2014 study finding that “Fully 70% say they use Facebook daily (including 45% who do so several times a day)” (Duggan, M et al, 2014) meaning they are likely to see the event posts on their feed and be prompted to come. Blog posts will be less frequent, as they contain more information and attendees may not check the posts whereas on social media, posts are more likely to be shown on feeds because they have previously engaged with the posts or liked the page.
In addition to the marketing plan put into place, there was also the decision to contact press in order to get the message out into the public further (see appendix 22). This detailed the event in addition to using the comment provided by Old Havana which showed the enthusiasm for the event. This was used also to contact businesses and charities (see appendix 23). This helped to market the event to those whom may be interested or could benefit from the event, gave an overall detail of what the event was and tried to get more attendees. The reason that it was decided to do this as well as using social media is because it allowed them to be contacted directly making them aware of the event along with the benefit that they would receive by attending.

1.4 EVENT BUDGET
[bookmark: _Hlk34922827][bookmark: _Hlk34985417]For the budget of the event, this was based on the amount of tickets that were sold on the Eventbrite page (see appendix 24) (see appendix 25). For the cost that were incurred, these were related to marketing and venue (see appendix 26). The marketing costs that were acquired were based on boosting the video that was put up in order to reach a wider audience whom had interests related to the event (see appendix 27) in addition to the website domain. The money for the venue came from the ticket costs which covered the cost of the soup for attendees and this was at base price for the soup (see appendix 28) which was the minimal level. Other costs that were considered were merchandising and décor. Ultimately, these were decided against as the venue fit the aesthetic for the event already, but also these were costs that were deemed not necessary at this point. Moreover, there were no costs incurred when it came to staff as the only staff were the team. The last costs that were considered were cancellation, but these were not needed to be considered as the venue waived these costs due to this being a charity event. It was originally decided to sell tickets prior to the event in order to establish the amount of people whom would be coming, to then give the venue this number so costs could be worked out before the event day. However, upon looking at the lower sales, it was decided that there could be a contingency fund which would account for additional attendees which the venue agreed upon meaning costs would be worked out on the day. (Hard, 2019). 



1.5  EVENT CONTINGENCY
In terms of what would happen if things went wrong during this event, there was a contingency plan formed (see appendix 29). This equated for the measures that had to be taken if something was to happen that deviated from the plan (Gitman and McDaniel, 2008) One of the measures taken in case there was not enough tickets being sold was to decide whether to reschedule the event. This is something that did come into fruition with a low sale of online tickets and so following the contingency, there was a discussion which took place. It was ultimately decided that, tickets would also then be sold in person and people would be able to walk in. Another way of aiding in preparation of things going not to plan, was making a risk assessment which is “about identifying sensible measures to control the risks” (HSE, 2020). This involved the identification of issues, the evaluation of these risks and the subsequent removal of these risks, thus allowing there to be the reduction of potential harm to attendees (see appendix 30). This reduced the possibility of things going wrong as there was the reduction in risks. Further action included checking the venue for insurance documents making sure that there were no legal implications for the event taking place and making sure to ask to see any emergency procedures that took place at the venue (see appendix 31). This meant that if these issues were to arise participants would be able to be safely removed from the event. (Tarlow, 2002)

1.6  DIVISION OF LABOUR
[bookmark: _Hlk34985432]When it came to the division of tasks, this was first based on Belbin’s Team Roles (see appendix 32) (Belbin, 2010). This allowed the identification of strengths of the team members, which in turn meant that the roles were based on the strengths (see appendix 33) (Belbin | Great teams start with Belbin, 2018)These roles were also based on the key sections identified as what needed to be done with the event which were admin, operations, marketing and treasury (Berridge, 2007) There was also a team leader role which was to ensure that decisions were being made and that the group remained accountable for their actions. The work was then divided by using external site Trello (see appendix 34) which allowed the tasks to be allocated to a person and given a deadline. To ensure that there was communication between the team and that the work was being allocated fairly, there were regular meetings (see appendix 35). Work was also being shared via a communal drive (see appendix 36) which ensured that all documents could be accessed and edited.  
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Venue Meetings

Old Havana

Price: Free, only price viould be the cost of soup, which vl be at cost level. Wil be selling
drinks {o generate income for the venue

Soup- Provided: Yes, at base price

Exclusive access: No, but areas will be blocked off or away from the main crowd of the bar
Date availabity: Wednesday would be the most benefcialfor them (18/03/2020)

Securty: NIA

Seating: Plenty of seats and tables avalable.

Capacity: Depends on the area used: Mezzanine area, up to 40 people. Other upstairs area,
up to 120 people

Staging: No staging, but are for presentation

PA System: Available, via use of lapiops.

Promotion: Marketing team on ste to help with promotions

Eivsium
Price: Free, only price would be the soup at the price it s being sold to customers. Wil be:
selling drinks to generate income for the venue

‘Soup- Provided? Yes, at price sold to customer. Could bring Soup onsite which can' be
cooked but can be heated up.

Exclusive access: Yes, but there will be an ongoing exhibition

Date avaliabilty: Monday (1610372020) or Wednesday (18/0372020)

Securty: NIA

Seating: Yes, tables borrowed from UNTSD

Staging: NIA

PA System Yes

Promotion: Yes, they would promote the event
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Aims/Objectives

Our MAIN Aim and Objecti

: Raise Awareness for local social projects within the Swansea area.

Objective: Obtain money for potential participants.

Objective: Have an audience in attendance of at least 30 people from
all different backgrounds (students, workers, retired) to share the
message.

Objective: Select 4 local projects to pitch at the event so they can share
their message with everyone and get more widely recognised for the
work they do.
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Event development phase

The event manager faciltates the development of
event structures for governance, event networks,

policies, volunteer practices, and partiipation in,
a corporate social responsibilty program
Event evaluation and
renewal phase

Event operational planning phase
‘The event manager faciltates the.

selection of event components to The event manager creates and faciltates
be evaluated, the completion of the development of witten operational
the evaluation tasks and the plans that are logical, sequential,
implementation of the evaluation Getailed and integrated, along with
recommendations contingency plans and the activation of a

plan refining process

e

‘The event manager faciltates the implementation
of the written operational plans, monitors activiies
looking for deviations and manages al deviations
from the plans
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Linkden?
Blogs on the website/ Facebook posts

Email 4theRegion, see if we can push stuff out to their contacts: BIPDS
Email more lecturers

Flyer?? Something to get some more advertisement going
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Swansea Soup [RR=]
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To whom it may concern,

My name is Sasha Write and | am currenty studying Events and Festival Management at University of Wales Trnity Saint David and for my ive event modue. | am looking
foput on an event | was emaling 1o see f you 0uld potentially be interesied in having us host the one of 3 kind event at your venue.

Your venue would be the ideal ocation fo tis event type as it would atirac the young professional audience which we are hoping will come (o the event
The event calleg Swansea Soup and aifs {0 obtain funding forsocial causes, bringing together people who care about thei local community and where they fve
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o ask questions. Guesis will ten vote to choose who i the most deserving of the money that has been raised through atiendance afthe event while gefting the chance o

at soup and network at the same fime. We wil be working within the guideiines of well estabiished Soup project Shefliekd Soup, which has featured in the press on various
websites incuding the BEC - hifps /v bb co ukinews/magazine. 34346225

How the Soup praject is changing the UK - 8BC New

Image caption Amy Kaher, founder o Detroit Soup . O ofthe projects that
failed to win the Liverpool Soup in May has areacy found th's to be true. The
Housing Hackathon wanted to rase money

one of a team members s 2 iiend of the organisers of Sheffield Soup and has previously viorked with them during one oftheir soup events and so this s where the idea

was established from. We also have the supportoflocal socil enterprise 4 the Region and the markeling team at our universiy, so hope 1o reach out fo 35 many good
causes and local businesses as possible.

1 have attached our event brief and schedule 1o allow you to have 2 better understanding of what we viould ke to ofer. Addtionally we would be potentally ooking to un
s on 2 reguiar basis, 5o there may be the opportunity o cevelop and expand as the profle of the event buids.

1fyou have any questions please let me know and I look forvard fo hearing from you soon,

Many Thanks.
‘Sasha White




image17.JPG
‘Sasha White (1806323) B
Tu 1618 G 9 % >
bavminvarng@ystberaory

Press Release Swansea Soup...

Hello,
1 am messaging to invite you to apply to pch at our upcoming event on Wednesday 18th March 2020, at Old Havana from 6:30pm-10pm

Whatis a Soup Project? Inspired by the likes of Detrolt Soup — Soup projects are crowd-funding events of wnich attendees pay a small entrance fee, in retun
for a bowl of soup, a chance to hear inspiring talks from local good causes and a chance to vote for your favourie project.

‘The social funding event aims to support local causes by giving you the chance to decide who wil gat the prize fund. Four local causes wil pitch thei ideas

0 you, the audience in hopes that they will receive the most votes and collect the prize fund
For more information or to apply follow the link below:

hitp//swanseasoup.co ukswansea-soup!
We hope you consider applying!

Miany thanks,
‘The Swansea Soup Team

For any queries, please contact sasha@swanseasoup.co.uk
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Hello,

1 am messaging to invite you to our upcoming event, Swansea Soup on Wednesday 18th
March 2020, at Old Havana from 6:30pm-10pm.

Whatis a Soup Project? Inspired by the likes of Detroit Soup — Soup projects are crowd-
funding events of which attendees pay a small entrance fee, in retumn for a bowl of soup, a
chance to hear inspiring talks from local good causes and a chance to vote for your favourite
project

The social funding event aims to support local causes by giving you the chance to decide
who will get the prize fund. Four local causes will pitch their ideas to you, the audience, in
hopes that they will receive the most votes and collect the prize fund

For more information or to purchase a ticket in order to come to the event, follow the link
below:
htp://swanseasoup.co.uk/events/

We hope you consider coming along and supporting the many exciting projects that
Swansea has to offerl

Many thanks,
The Swansea Soup Team

For additional information, please consider contacting me at: sasha@swanseasoup.co.uk
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Exit Survey:

Ideas of data we want to collect
« Suitabilty of the venue
= Price evaluations: oo high? too low? Suitable?

« Business evaluation: Was the number of businesses right? Was the diversity of
businesses suitable?

* Cause evaluation: Was there a good mix of causes? Was there a good number of
causes that presented?
Was the sponsor appropriate?
Timing of event: Was more time needed to network?

Consider?
« Separate surveys for businesses and the charities/cause presenters?
Do we get feedback about the partners/ sponsors?

Also, could we do a feedback meeting to gain the data on:
Timing, communication, publicity, advertising and hosting arrangements.
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FEB 16, 2020, 5:07 PM

Hello, I'm just wondering if this event still take:

pla

Thanks for messaging us. We try to be as
responsive as possible. We'll get back to you

& soon

FEB 23, 2020, 12:31 PM

Hi Sasha, we're currently on hiatus, looking for
new members, but will hopefully be back later in

0 the year &
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Number of people using social media platforms, 2018

Estimates correspond to monthly active users (MAUs). Facebook, for example, measures MAUs as users that have
logged in during the past 30 days. See source for more details.

Facebook

2.26 billion

YouTube

1.9 billion
Instagram 1 billion

WeChat 1 billion

Tumblr 624 million

TikTok 500 million

Weibo 431 million

Google+ 430 million

Reddit 355 million

Twitter 329.5 million

Pinterest 246.5 million

oI

500 million 1 billion 1.5 billion 2 billion

Source: Statista and TNW (2019) CCBY
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Swansea Soup Cashflow Forecast

Price Per ltem Quantity Due Date Paia?
Income £598 2

Net Pay £4.00 2

Other Income £ B

Total Income £4.00 2

Expenses

T-shirls/Lanyards? B 0 £ A

Soup £100 2 £200 181032020
enue B £ A

Print ous B 020 40 B 500 | 03/08/2020
Posters 2050 5 £250 912020
Facebook. £2.00 1 B 2.00 | 20/0212020
Domain ( 2088 1 2088 13/0312020
Eventorie Fee 2098 2 £1.96

Total Expenses £5.56 51 1734
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Andrew <Andrew@juniper-place.co.uk>
T 08/0372020 1243

HiSasha,

v iked the Facebosk page and have ssked i staf 2o o the same @

We have risk assessments in place and | can show you these if necessary. We do have 2 fire safety plan and a fire isk assessment and |
can go through this with you so that you can announce it at the start of the event.

I£you know the exact numbers upfront, we can send an involce for ths. However, we can do a head count on the night and work it out
atthe end of the night.

We normally take a deposit which is non-refundable but can be moved to a different date but as this s for a charity event we would

waver the deposit fee and would charge no cancellation fee.

Kind regards,
Andrew

T s
o\urtr{

ANDREW GRAY

B S Y
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Swansea Soup Team Rules:

Sasha: Team Leader. Admin,

Natalie: Deputy Team Leader, Marketing, Operations

Isabel: Treasure, Admin

Billy: Marketing, Operations
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