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1. Introduction
The event is a 70s/80s disco theme ball that is being held at The Dylan Thomas Centre at 19:00pm on March 8th. Our team will arrive at the venue in the morning to complete the set up and decorations for the event. 
Upon arrival guests will be greeted with a welcome drink and will be able to enjoy the canapes which will be provided each table. The DJ is scheduled to arrive at 19:00pm and will play music for attendees as they arrive. There will also be tasters from our sponsor (Penderyn) that will be available to everyone. The buffet style food will be served around 20:00pm and it will include dirty fries, including vegetarian options such as chips with cheese and beans.
2. Aims and objectives
The aims and objectives for our event include selling a sufficient number of tickets so that it is break even and we are not losing out on money. We also want to provide our guests with an unforgettable experience, which we will accomplish by creating an enjoyable environment with the décor, food, and music.
We also want to ensure that our event is as sustainable as possible. We will ensure this by adopting sustainable goods, such as avoiding using disposable cups or utensils. Regarding the catering for the event, we ensured that there was minimal waste by using only the amount of food needed. 
3. Project Planning Techniques
To make the event planning simple for the team members, we used project planning techniques. We used a Gantt chart, a spreadsheet, and aims and objectives.  To do this, one of the team members made a list of aims and objectives for the event, this ensured that we all knew what we were aiming for. Goal setting helped in assisting in the team's alignment and providing a clear direction for the event.
We also had a spreadsheet to ensure we were keeping track of what we were spending for the event as we had a budget that we needed to stay inside of. We aimed to have a practical approach to financial management within the project. It is stated by ICC Belfast (n.d.) “Event budgeting is a fundamental aspect of event planning, and its execution is essential for a successful outcome. Creating a comprehensive budget ensures that all financial aspects of your event are well-managed, preventing unexpected costs”. 
Below is the spreadsheet that we have used:
[image: ]
We also used a Gantt chart to break down the event into manageable tasks. This ensured that everyone was assigned a task, and we could all clearly see we had been done and what hadn't. APM (2021) states that “A Gantt chart is a project management tool aiding with the planning & scheduling of projects, especially for simplifying complex projects”. The use of this tool massively aided us in planning our event, as we all knew the tasks that had been completed and tasks that were still ongoing. Below is the Gantt chart that was used. 

[image: ]


4. Evaluation Strategy

	Evaluation
	Details

	Marketing - Scott
	We came to the conclusion of Scott having the responsibility of the marketing aspect as he has an interest in marketing, and he enjoys the creation of adverts and being able to market these. He has a high following on social media platforms, so it would make sense if he marketed the event on his social media. This helped massively in the overall operation of the event by having ticket sales. 

	Ordering decorations - Mia
	Mia had the responsibility of choosing and ordering the decorations for our event. This was due to Mia being interested in the creativity of the decorations. 

	Finding a Sponsor – Courtney
	For finding a sponsor, Courtney had emailed several companies to find a sponsor, however, after a few weeks of waiting for a reply, the team had spoken to Penderryn at the ITT Conference, and we managed to secure them as a sponsor for our event. They will be there on the day of the event, handing out alcohol tasters to attendees.

	Gantt Chart - Courtney
	Courtney made the initial Gantt Chart for the event. This helped hugely in the planning process as we could visually see what things were finished and/or unfinished.

	Risk Assessment - Scott
	The risk assessment that Scott created for our event was helpful in that it helped the team identify risks that might be controlled or eliminated.  Any event planning process must include a risk assessment. It outlines the possible hazards associated with hosting an event, along with the precautions the organisers plan to take to minimise or lessen those risks (Eden.gov.uk, n.d).

	Belbin’s Team roles
	To understand how we were going to work as a team, we used Belbin’s team roles quiz. By doing this we all understood clearly where we all stood within the team. 



5. Evidence of the division of work
At the start of the event planning process, a meeting took place at the Dylan Thomas Centre. The meeting took place for around 30 minutes and the whole event was discussed within this period. In this meeting, the catering, venue, and the DJ were discussed. Also, fire exits were explained thoroughly so that the whole team were aware in case of an emergencies on the day. 
Throughout the project planning, it was decided that Scott would be responsible for marketing the event and organising the sale of the tickets. While Mia had the responsibility of purchasing and finding the decorations for the event. I had the role of finding a sponsor and Ethan was responsible for the finance and return on investment for the event. 
We all had the responsibility of sharing and selling tickets to as many people as possible. Deadlines for each team member were set on the Gantt Chart so that we didn't lose track of things that needed to be completed. We also separated the assignment task into numerous sections so that everyone had something to write about on their own. 
Throughout the process of planning the event, there were many emails exchanged from the venue, the DJ, sponsors, catering and more.  
Below is the evidence of emails and communications shared:
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Below is the marketing advert that was posted on everyone’s social media’s platform. We also decided on using mainly digital marketing due to the sustainability side of things. However, we did print out 16 paper copies of the poster to get higher ticket sales. According to Giggabox (2023), “integrating sustainability practices into event planning and execution can result in financial benefits”. This is why we came to the conclusion of using digital marketing and only using a limited number of physical resources, it saved us time and money.
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