Event Planning Report 
Event Overview 
Event Name: 80’s and 90’s party 
Event Type: Live Music 
Concept and Theme: The concept and theme are live bands performing setlists from the 80s and 90s, a raffle and a donation of money towards the charity Swansea Mind
Target Audience: Target audience are students but also targeting to bring students' parents and family members who grew up in the 80s and 90s, as this event will bring the nostalgic back. 

Timing, location and programme 
Date: 13th March 2026
Venue: The Bunkhouse Park Street Swansea SA1 3DJ
Start time: 7:30pm (with doors opening at 7:20pm, and the bar at the bunkhouse opening at 6:30pm – allowing a soft safely check in to the event).
End time: 11:00pm (with doors closing and for all attendees out of the building by 11:20pm)
Event Programme: 
Check in and free drink on arrival – 7:20-7:35pm
The Bands - 7:20-11:00pm 
Raffle – 8:45-9:00/ 9:30-9:45pm 
Closing – 11:00-11:20pm 

Aims and objectives
Overall Aim: To showcase and demonstrate effective event management skills from classroom theory learning to deliver a nostalgic and feel-good enjoyable event. Taking attendees back in time to the 80s and 90s, bringing family and friends together for an evening with raising funds and awareness for a charity close to many Swansea Mind.
Objectives
1. To showcase and develop event management, key organisation and planning skills 
2. For all attendees to have a feel-good enjoyable experience to remember and find a love for music they haven't heard before in a good while 
3. To raise awareness and money for Swansea Mind to help provide support and resources for individuals facing mental health difficulties
Project Planning Techniques
Work Breakdown Structure:
	Zara
	Jasmine
	Kirsty
	Judi

	Marketing
	Sponsorships
	Finance
	Health& Safety

	Operations
	Bands
	Decorations
	Environmental

	Full overseeing of the event 
	Raffle Prizes 
	
	Minutes

	F&B
	Decorations 
	
	

	Ticketing sales 
	
	
	

	Staffing
	
	
	


The table above is a work breakdown structure (WBS) planning tool showing each member of the event team and their roles. For the event my roles include marketing, operations, full overseeing of the event, F&B, ticketing sales and staffing. A WBS planning tool helps event managers organising tasks, from doing this it improves schedulling. 
Gantt Chart: 
The image below shows my Gantt chart that i have created for this event clearly showing my tasks and the weeks on when it was completed. A Gantt chart is clearly essential for event planning because they provide a visual timeline of complex schedules that is simplified (Coursera 2025). 
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Running Order: 
. Get in the bunkhouse and set up- 4:30pm
. Sound checks for bands- 5:00-6:00pm
. The bunkhouse bar open – 6:00pm
. Photographer arrives and sets up- 7:00pm
. Doors open to the attendees- 7:20pm
. Live Music society starts playing- 7:20pm
. Tearing Threads- 8:15-8:45pm
. 1st part of the raffle- 8:45-9:00pm
. James Morgan- 9:00-9:30pm
. 2nd part of the raffle- 9:30-9:45pm
. Euphoria- 9:45-10:15pm
. Stone Deaf- 10:25-11:00pm
. Doors close to the attendees- 11:20pm
. Clean up and close the event- From 11:20pm until all completed

EMBOK Domains:
The EMBOK Domains known as the event management body of knowledge is the five core interconnected areas of responsibility in the subject event management. This structure framework provides the managing the full scope of the event taking place unsure all areas are covered (EMBOK 2026).  Below is the EMBOK Domains framework I have created for the event. 
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Market Research & Target Audience
Market segments:  The main consumer groups for this event are students, due to the event is student led, as well as individuals who grew up between the 80s and 90s. The event will also appeal to those who enjoy that type of music from live bands.
Competitor Analysis: Within the area of Swansea where the event is taking place, many venues such as Hanger 18, Sin city and the Towers are all putting on events focused to the 80s and 90s. As it recreates past times, fashion trends, attracting audiences with the encourage to relive moments from those eras (Getz 2012).  With researching to all what these venues have to offer and the competition it helps organisers improve and refine their event in greater detail (Allen et al.2008).

Consumer Preferences: Research shows that there has been a surged within popularity captivating the audiences with nostalgia, having the escapism, cultural revival (Wintergreen 2025). Also valuing the fact that attending an event with live music can change a person's physiological balance (Carr 2024).
Event Marketing Plan
Marketing Channels: 
. Instagram
. Posters 
. Flyers 
Promotional Marketing Timeline: 
	Date
	Task

	16th February 
	Instagram page set up and poster created 

	17th February 
	Poster finalized 

	19th February
	1st Instagram Post

	22nd February 
	Handing out flyers and posters 

	5th March
	Bands Announced and timings 

	7th-13th March 
	Event Week post twice a day promoting 

	13th March 
	Day of the event promote before the event starts show set up pictures 



Key Messages & Branding: The event will be a nostalgic event bringing live music from the bands playing from the 80s and 90s taking the attendees back in time, with a contribution of the sales going to the chosen charity Swansea Mind. With a reasonable price for a ticket for £10 including a drink on arrival. A key message and it will be communicated with daily posts from Instagram and behind the scenes of what to expect.
Sponsorships: raffle prizes these include from these - 
. Wellbeing and Fitness 
. Family Fun
. Food and Drink
. Gift Vouchers
. Experiences and activities
Budget & Financial Plan
Projected Income:
Tickets are £10 per person 
Raffle tickets 50p per ticket 
As an event organiser we expect to sales around 50+ 
Expected Expenditure:
Venue & Equipment: £0
Marketing & Promotion: £25 
Staffing & Security: £0 (The bunkhouse owner Jordan will be paying his staff)
Catering & Logistics: £10
Decorations: £169
External Suppliers: Business who have contributed to our raffle-
. LC2
. Escape Yoga
. Bonnie Rouges
. AU Vodka 
. Social Dice 
. Lazerzone
. Folly Farm
. Jenkins
. Free soul
. Village Gym
. Ty Sawna 
. Cinema & Co
. Mermaid 
. Plants and Papers
. Manor Wildlife Park
. Bunkers 
. Queen B’s
. Madbuns 
. Blue Lagoon
The Live Bands who are playing at the event:
. Live Music Society
. Tearing Threads 
. James Morgan
. Euphoria 
. Stone Deaf
Risk Management & Health & Safety
PATRONS & GIG GOERS RISK ASSESMENT 2025 1.docx - Risk assessment by The Bunkhouse for Patrons 
ARTIST, BANDS & PROMOTER RISK ASSESMENT 2025.docx -  Risk assessment for The Bunkhouse for Artists, Bands and Promoter 
PLCertificate (2) - Public Liability Insurance for The Bunkhouse 








Risk Assessment:
	Hazard 
	Risk 
	Risk Factor
	Control Measures 

	Slips, Trips and Falls
	Injuries from attendees slipping from spilled drinks, decorations falling, uneven steps  
	Medium
	Ensure caution cones are put in place to show that the floor is wet.
Ensure a walkthrough is taken place before and during the event to make sure all decorations are no causing obstruction.

	Fire Safety& First Aid 
	Injury or greater risk in the event of a fire, Delayed Response to injuries or medical emergencies 
	High
	Ensure all fire exits are clear and made know to all attendees, make sure attendees are aware of first aids on site if they are to require one.

	Health and Safety 
	Non- compliance with any health and safety regulations
	Medium 
	Conduct at least 2-3 health and safety audits before the event takes place 

	Communication
	Miscommunication leading to errors 
	Low
	Ensure clear provide information for the event with details, venue information 

	Overcrowding 
	Injury of being crushed 
	High 
	Monitor the control of venue capacity 



Emergency Plan: in the event of an emergency happening during the event the plan would follow as:
. The event will be stopped immediately by the team
. We will guide all attendees calmly and quickly to the nearest exits 
. All attendees will assemble at the fire assembly point, until it is safe to return to the venue
Contingency Planning
Alternative Venue: Dylan Thomas Centre 
Key Supplier Failures: Extending setlists for bands if a band doesn't show up or finishes there setlist quicker than expected we will play a playlist of music so the atmosphere keeps going.
Crisis Communication: I (Zara), would handle any issue if incurred with resulting to PR.
Evaluation Strategy
Post event surveys: During the event all attendees will be known to about a Google Forms survey, Google Forms is a great option for collecting feedback for an event as the process of filling the form is fast, simple and accessible to all (Zafar 2025).  Attendes are require filling in, if possible, it will also be marketed on the Instagram page post event to remind all attendees to fill in.. The survey will include 10 questions about their thoughts of the 80s- and 90s-party event. 
KPIS - 
. To have sold more than 50 tickets and receive a footfall on the day of the event
. Over half of proceeds of tickets and raffle sales raised for Swansea Mind 
Attendance Measuring: To track attendance for the event it will be tracked via the app called organiser. The app allows organisers to check in attendees, monitor attendance, improving event coordination's and helps ensure smoother event operations (eventbrite 2024). 
Debrief Meeting: After the event, as an event team we will talk through what went well? Improvements that could be made. 
Sustainability & Event Legacy 
Sustainability Considerations: As an event team the bunkhouse was chosen as a venue due to researching on their website about their sustainability statement. Just to name a few at the bunkhouse recycle all to local waste partners, use reusable plastic glasses to reduce the single-use waste, sourcing around 80% of the products from local suppliers (The Bunkhouse 2024).  
New Economics and Legacy: The long-term impacts from this are awareness and understanding of the chosen charity and all they do for those who need the service Mind. A potential in higher ticket sales for attendees who may want to go to a future event held at the bunkhouse. 
Event Impacts: The impacts include a higher following for the bands who are performing, supporting a small event venue with it operates as a grassroots music venue focusing on the local community engagement (musicvenuetrust 2024). Increasing sales for the venue with future events, supporting local businesses. 

Key Areas of Managing Event Operations 
Staff Rota: The table below shows a staff rota created by myself who is in charge of staffing, the rota indicates clear visibly information the timings of when everyone needs to arrive and the tasks for the event. 
	Staff 
	Time 
	Task

	ZARA
	4:30 - CLOSE
	Oversee everything 

	JAZZ
	4:30 - CLOSE
	Welcome the bands, decorations, raffle 

	JUDI
	4:30 - CLOSE
	Check the venue is safe and all health and safety is all good

	KIRSTY
	4:30 - CLOSE
	Decorations 

	LEVEL 4’S 
	4:30 - 11
	Set up decorations, scanning tickets and welcome all attendees 



Logistics & onsite Management: 
Transportation: via the bunkhouse website gives clear information and which is also posted on the event social media platform three ways of transportation to find a way to the venue.  
Crowd Control: Jordan the venue owner and I will check and control the crowd via the organiser app, if hitting over capacity making people wait in the bar area or to queue outside to do the risk assessment. 
Technical Set up: All bands aware of the Risk assessment, sound check will be conducted by Jordan (venue owner). 

Division of work and responsibilities 
After completing the Belbin Team roles questionnaire, I identify and align with the Plant role. This role emphasises the importance of creativity and problem solving within a team. With a contribution to innovative ideas with an alternative perspective that helps a group overcome the complex challenges (Belbin 2026). 
Correspondence: The images show the communication from myself and venue owner of the bunkhouse Jordan.
messages with myself and jordan - this link will show all messages with the venue owner and myself.
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2/16/2026
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3/2/2026
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Created the marketing poster

Posted on the instagram Page

Went to the bunkhouse

Contacted Jordan

Uploaded the tickets

Created the running order for
event

Operations for the event

Staffing





