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Introduction
As part of the international events group several students have grouped together to create a live event to take place during the summer period of 2022. When planning the event, we must gather information and reliable sources to successfully create the fundamentals prior to the event date. This report demonstrates the planning and information required to be able to run the event successfully. As a team there are many factors that must be considered and covered to ensure the event is successful but also legal and the right licenses and rules are to be followed and respected. For this reason, the group split up into small teams to concentrate on each aspect separately to cover every section in depth. 

Aims and objectives 
This event will be a not-for-profit event; it will be a unique experience of an Alice in Wonderland themed afternoon tea as well as serving and promoting Harbour Lights Gin. The event is called Mad Hatters Afternoon G&T, this name was voted on and decided as a team. The aim of this event is to create an enjoyable and successful evening for Gin lovers while supporting Ty Hafan charity and promoting Harbour Lights Gin. The event will include a raffle and action, all profits from this will be donated to the chosen charity of Ty Hafan. The main target market for this event will be students. 

Concept of event
When deciding the date and time of the event, the team had to take many factors into consideration. ‘A step that is often and wrongly underestimated, it is an important element that might predetermine the success or failure of your event. ‘ (Valeria, 2017) For instance, for the event to be successful and make profit they had to make sure there were no other similar events happening on the same date or any international days that may have a bad impact on ticket sales or the chosen target market. After consideration the team chose April 30th as an appropriate date for the event to take place between 4pm – 7pm.  Moreover, the next decision the team made was the location of the event. there are many reasons why wales makes a great location for the events industry, events wales talks about why wales is a good choice for welsh events on the gov website ‘We also have breath taking scenery, We can offer you a range of world class facilities, We will provide the support of a strong Team Wales partnership with a proven track record of delivery. (gov, 2022). The group decided that the city centre would be a suitable place to look for a venue as it appeals to many students and the guests would be in close proximity to other bars and clubs to continue to after the event. Furthermore, the city centre has multiple transport connections to enable to guests to commute and travel easily and safely. Another advantage to the city centre is student accommodation is within walking distance for both Swansea university and University Of `Wales Trinity St David’s students which will appeal more to them and increase ticket sales. The team proceeded to view several possible venues and agreed on Gin Ne Sais Quoi as a suitable venue. Gin Ne Sais Quoi is located within Swansea city centre and is a themed cocktail bar facilitating up to 130 people seated. They then moved on to deciding a time for the event, due to the nature of the event, alcohol consumption and it being within the city Centre, the team decided that an evening time would be best suited.
Programme for event 
	Time 
	What will be happening 
	Who will be doing it?
	Tick if completed 

	2:30pm 
	Events team will arrive at the venue and meet each other outside Gin Ne Sais Quoi. 
	Everyone within the events and management team for this event. 
	

	2:40pm 
	The events team will meet and greet with the owners and or management team of Gin Ne Sais Quoi. The teams will introduce themselves and have a meeting regarding the plans for that evening 
	Events manager for the class (Jessie) & Gin Ne Sais Quoi
	

	3:00pm 
	There will be a brief meeting to address all risk assessments and emergency events as well as a tour to familiarise each individual with all emergency fire exits and emergency procedures in the event of anything going wrong.  
	Everyone involved in the event including security and staff. 
	

	3:15pm – 3:45pm 
	Start set up and decorations. To include all table and venue décor and styling and raffle/ action area. Food set up by outside company 
	Everyone 
	

	3:45pm 
	Security to move into place and welcome drinks to be ready for the customers. 
	Everyone in correct departments 
	

	4:00pm 
	Start to welcome guests into the venue, greeting each guest with a welcome drink (Harbour Lights sunset Gin) 
	Whole team 
	

	4:30pm 
	Welcome speech from Jessie and Ty Hafan awareness speech from Shelly. Introduce the raffle and action and collect raffle money and sell tickets. 
	Jessie welcome speech
Everyone available - raffle and money collecting 


	

	5:00pm 
	Start entertainment, open photo booth, and check all guests are happy. Each department to cover their roles. 
	Team 


	

	5:30pm 
	Food to be served by food by Shaun. 
	Food by Shaun (outside company) 
Amanda and Josh managing the team 


	

	6:00pm 
	Continue selling any last raffle tickets. 
Start auction 
	Auctioneer – Jessie 
Auction display organiser – Sarah 
Prize hand out – Shannon D & Nicole 
Social Media – Mel & Chloe 


	

	6:30pm 
	Raffle draw 
	Caller – jessie 
Auction display organiser – Sarah 
Prize hand out – Shannon D & Nicole 
Social Media – Mel & Chloe 

	

	6:45pm 
	Count all money raised for Ty Hafan 
	Finance team 
	

	7:00pm 
	End of event speech and thank you to all guests. 
	Whole team. 
	

	7:30pm 
	Event clear up and tidy 
	Whole team 

	





Market research and marketing plan 
[image: Graphical user interface, application

Description automatically generated][image: Graphical user interface, application

Description automatically generated]The marketing team of this event carried out a survey to be able to understand the desired target market for the event and understand the needs and wants. Identifying a target market helps your company develop effective marketing communication strategies. (Hubbard, 2019). The result from the survey shows that 39.24% of the responders’ drink gin once or twice a week, this shows that gin is popular amongst the target market. Moreover, the largest percentage of the responders were full times students. This data will allow the marketing team to diversify their marketing strategies’ and make them unique to reach out to more students. The team will focus on platforms that students use most so that posts reach larger quantities of young people.  Some of these may include, Facebook, Instagram, twitter and tik-tok. “If you’ve run social ads before, you probably already know that it is a great way to reach Millennials”. (Lister, 2021) The team have already started creating media to post on a weekly basis on the lead up to the event so that the information is constant and structured for a professional overview. ‘The most popular was Facebook, with 95.8% of students active on the platform’ (Nagel, 2018) this statistic shows why the marketing team have chosen to use Facebook as the main platform for all information regarding the event. Moreover, university student unions can also use their platforms to create advertisement for the event which will target the events chosen market.
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Finance of 
	Department 
	Item 
	Cost 

	Decorations 
	Decorations for venue 
	£200

	Food 
	Catering by Food by Shaun 
Afternoon tea package 
	£15 per person 

	Welcome drinks 
	Spirit (Harbor Lights) 
Mixer (QNSQ)
	£300
£100

	Venue hire 
	QNSQ
	Free of charge

	Security 
	QNSQ 
	Supplied by venue 

	Raffle books 
	2 raffle books 
	£2 

	Raffle prizes 
	Prizes from business 
	Donations 

	Auction prizes 
	Prizes for the action 
	Donations 

	Staff 
	Events team 
	Volunteers 

	Eventbrite booking 
	Booking fee 
	3.5% 



The event is a not-for-profit event meaning any profit the event makes will be donated to Ty Hafan charity. As a group we decided to base our estimates and finances off 100 guests attending. After adding up all of the outgoing expenditures based off 100 guests the total outgoings equate to £2,102. This would mean that each ticket would need to cost £21.02 in order for the event to cover costs and not be at a loss. The team decided to make the ticket prices for the event £25 per person to leave £3.98 left to donate to Ty Hafan from ticket sales. The raffle and the auction profit will both be donations to Ty Hafan with the prizes being donated from both big and local companies that are willing to support  with the event and charity. The tickets will be for sale via an online booking system called Eventbrite. The company will take 3.5% (eventbrite, 2022)of the ticket sales prices. The figure that will be added to the events outgoings, the figure will depend on the number of tickets sold on this platform. Furthermore, there will also be tickets available to purchase on the night from walk ins providing the maximum capacity hasn’t already been reached. The tickets sold at the venue will have no added cost on them. The pre booked tickets will allow the management team to pay for the outstanding costs for any items that need to be prepaid for such as decorations.

Risk management 
There are multiple licenses that will be required for the event to go ahead such as alcohol sales, premises license & personal licenses. In England and Wales, the Licensing Act 2003 is the legislation used to license premises in their sale of alcohol. (mark, 2018) due to the event being held in an active venue, the licences are already held by the venue in order for them to be actively serving alcohol and run as an entertainment venue. Are venue holds a Personal Licence, a Premises License and also a PPl Lisance. A premises licence authorises the use of any premises (which is defined in the Licensing 2003 Act as a vehicle, vessel or moveable structure or any place or a part of any premises) for licensable activities as defined in section 1 of the 2003 Act. (office, 2013 )
 Someone with a personal Licence will have to be present at the event for the provision and sale of alcohol. 
	Item 
	What can go wrong 
	Severity 
	Contingency plan 

	Wifi 
	Stops working 
	Medium 
	Ensure backup hotspot available 

	Catering 
	Can’t deliver food 
	High 
	Have a list of backup restaurants able to cater at short notice 

	Staff 
	Don’t turn up 
	Medium 
	Move other staff around to cover any gaps 

	Guests 
	Don’t come to event 
	High 
	Promote the event outside venue and have back up media ready to go live 

	Security 
	Can’t come 
	High 
	Have a lift of back up security ready 

	Weather disturbance 
	Event could be cancelled 
	High 
	Have alternative date to be able to postpone event to 
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Conclusion 

This report has showed the planning process throughout the designing of the Mad Hatters Afternoon G&T event to be held on the 30thApril by the events students studying at UWTSD. With the information within the report the event will run as planned through the risk assessments and event program that has been created. 
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