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Event Planning Report

The event I am running with my group is called Cowboys and Cocktails and it is a social gathering that will take place on the 12th of March. This event is aimed at students in Swansea as it will be a great chance for them to socialize and have a good time. The event will have a western theme to go along with the cowboys theme as well as having freshly made cocktails which will also have a western twist. During the event there will also be games such as a cactus ring toss and a quiz and the winners of the games will get a prize as well as there being a prize for the best dressed. During the event we will also have a DJ who will play a mixture of country and pop songs to get everyone on the mood to dance. At arrival we will also offer people a free taster of one of the cocktails we are hoping this will give people more of an incentive to buy the cocktails after they have tried one as they might realise how nice these cocktails are. We will have five different cocktails on offer as well as a mocktail, the cocktails are all different and have different spirits in them such as gin, rum, vodka, whiskey and tequila. We will also be offering food during the event with burgers available for all guests as well as alternative options for people who don’t eat meat or are gluten free. 

Our event will take place on the 12th of March 2025 and will take place in the Dylan Thomas Centre in Swansea, the event will start at 7pm and will run until 11pm. When the guests first arrive we will be handing out the cocktail tasters and the food will be bought out at around 7:30pm, around halfway through the event we will be hosting a quiz with a prize available for the winner of the quiz. There will also be other games running throughout the night such as the cactus ring toss this will just be a fun activity that people can take turns doing and competing against each other. As we also have a DJ who will be playing music throughout the night there will be entertainment at all time as there will be a dance floor for people to dance and have good time (DylanThomas.com, 2022). 

The aims and objectives for this event are for people to have a good time and to create a fun night for everyone to enjoy. Another aim for this event is to get student to socialise with other students as we believe it’s a perfect opportunity for students to get to know each other better and to make new friends. Another objective we have is to promote local businesses who have agreed to sponsor our event and hopefully give them more recognition to students. 

Whilst planning for our event we used a Gantt chart to make sure we completed everything on time and gave ourselves enough time to get everything sorted. Gantt charts are very helpful when planning an event as it can help with scheduling, tracking and communicating as well as making sure everything runs smoothly. It also helps show which tasks need to be completed first and what need to be prioritised to make sure everything gets completed on time for the event (Mind Tools , 2022). 
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This is our Gantt chart for our event, it clearly shows us what needs to be completed first and what the most important tasks are and also shows what need to be don just before the event. The first thing we had to do was to complete our event brief and then send it out to the venue, from the start we have been trying to get sponsorships discussing with other students, announcing the event, marketing the event and also completing the relevant documents. The sponsorship allocation went on for quite a while but the marketing and finalising the documents have been going on throughout the planning proses as we have been trying to market to as many people as possible. In the final few weeks before the event we have been having final meetings within our group as well as having final meetings with the venue. And on the day of the event we will be setting up, running the event and cleaning up after the event has finished and, in the days/weeks following the event we will be reviewing how the event went and what we could do to improve it for next time. 

Before we started marketing our event we conducted some research to see who was the best audience for us to market towards and we decided that this event was best marketed towards students. We came to this conclusion after discussing the event with other students and they liked the idea and were looking forward to the event. As the event is run by students we also decided that we would mainly focus our marketing campaign on other students another reason we mainly marketed towards students is there are over 20,000 students in Swansea so it was a big market to attract and we could put posters up on the campuses (Swansea.GOV, 2022). As the event is also held on a Wednesday night which is student night in Swansea it was a perfect opportunity to market towards students as they could go out to Wind Street after the event has finished. During out marketing research we also discovered that quite a few people would like a mocktail option and after discovering this we decided to add one on to the menu to make sure that people who don’t drink alcohol will also get to experience a freshly made mocktail (Eventbrite, 2025). 

Whilst marketing our event we created a marketing plan which allowed us to release the right marketing at the right time. Our marketing plan included using social media, posters and in person marketing, for this event we mainly used Instagram to advertise on social media as that is very popular with students and it allowed us to be creative with our marketing strategies (Instagram, 2010). We also created and printed out posters to stick up around the university campus as well as student accommodations such as Crown Place and Student Roost this helped advertise our event to a wider group of students (Crown Place Swansea, 2024). Another marketing technique we used was a digital poster that was shown on the screens around the IQ Campus this technique helped us promote our event on the campus as there are many screens around the building which allowed us to advertise to many different students (University of Wales Trinity Saint David, 2025). We also promoted our event in person to people around the university mainly to the other years on our course and friends outside the course this technique did get us some ticket sales as well as spreading awareness about our event and convinced people to buy their tickets and tell their friends about our event. Another place we marketed our event was in student group chats around Swansea for example student accommodation group chats this was a good marketing technique as it gave us an opportunity to market to a lot of people but didn’t take much effort. On Instagram we have made many posts giving information about our event as well as what activities we will have on during the night, we have also released our cocktail menu so people can see what cocktails we will be offering on the night as well as having a post about our mocktail. Another post we did was a video of a cocktail being made to show off the cocktails as well as how fresh they will be as they will all be made during the event to maximise the experience. 
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This table shows the estimated cost of our event however some of the costs have change for example the security is now free as the venue is providing security for our event, with the security cost coming off the estimated cost will be just over £650. The price of the cocktails will probably be reduced as well as we have secured sponsorships for gin and rum this will reduce the cost as we will not need to buy any rum or gin. The decorations cost us about £140 but we have got plenty of decorations to make the venue look western and the games came under this price as well, the decorations are an important part of our event as it is important to make our theme very clear and to make the venue look nice (Amazon.co.uk, 2025). The DJ will cost us £140 for the 5 hours which was relatively cheap compared to some of the other DJ’s we contacted for a quote as they were asking for £350 which was out of our price range. The food cost at the moment is an estimate as the Dylan Thomas Centre will send us the bill for food after our event but as we are only having burgers the cost shouldn’t be too high. Our ticket price is £10 so if we reach our goal of selling 40-50 tickets we will generate £400-£500 however we will also be making money off the cocktail sales, the cocktail price will be one for £6 or two for £10 whilst the mocktail will cost £5. With people buying the cocktails on the night we are confident of making back the £650 and also hopeful of making a profit as we believe the cocktails will be very popular. 

Before hosting our event we had to create a risk assessment to make sure that the event is safe to run and to insure that we have thought of what could go wrong and what precautions we have in place. Risk assessments are crucial for identifying and minimizing potential risks which will ultimately lead to a safer event for everyone involved (British Safety Council, 2024). We also had to consider different legal arrangements as we are selling alcohol but as we are using a venue that has the right licences it is fine for us to sell alcohol from their bar, another legal matter we had to consider was food safety but as the venue is taking care of the food they have the correct licensing to be serving food to guests and we don’t have to worry about it. We will also have to inform people about fire safety and what to do in case the fire alarm does go off so at the start of the event we will have to make an announcement just to ensure that everyone will know what to do in case of an emergency. As we are selling alcohol it will be important to check people’s ID’s to ensure that they are over 18 the security will be checking to ensure that everyone is over 18 which they should be as it is a student event. Another risk we had to look at was food allergies and to ensure that there are alternatives for people with different diets, we will be offering alternatives to meat burgers as we will also have a vegan option to ensure that everyone can have something to eat. 

During the planning stage we also came up with a contingency plan in case something went wrong with the venue or with the purchasing of equipment. We also had a different date in mind when asking the venue if they were free on the night that we wanted just in case there was something else on the night we wanted but luckily we got the date we wanted which made it easier for us. We also had a backup venue in case there was a problem with the Dylan Thomas Centre but everything was fine with the Dylan Thomas Centre so we decided to stick with it. Whilst purchasing decorations we had backups in case they were out of stock or wouldn’t arrive in time and with the purchasing of alcohol we had back up options in case they didn’t have the ones we wanted as there are different brands available. The most important thing was for us to get everything we needed and there are plenty of shops in Swansea in case one of the shops had shortages. It was important as well to have a backup date in case there was a problem with the weather for example a storm but at the moment it is giving a dry day which is ideal for us (Met Office, 2025). Another contingency plan we had to bring into action was how to get the money from the cocktail sales originally the venue was going to give us the profits from the cocktails but they changed it last minute saying they couldn’t split it from the money earned at the bar so we had to buy our own card machine and charge people with that instead. 

After the event we will have to evaluated how the event went and what we could do to improve it next time. To do this we will be doing a presentation in the immersive room which will be a great way to show off our event on the big screens as we can use photos and videos that we will take during the event. To evaluate our event we will create a survey for people to fill out after the event so they can review the evening and tell us weather or not they enjoyed and what we could have done better (Quantive, 2024). I believe that creating a survey is the best way to evaluate our event as it is a quick and easy way to collect data and it won’t take long for people to complete it, and it will be easy for us to review and put into a presentation to be able to evaluate our event (Naser, 2024). 

The main role I had whilst planning our event was getting in contact with potential sponsors and also helping to find decorations to buy and sorting out the link to our tickets. I also have the list of attendees to make sure that everyone who attend has bought a ticket. Over the course of the last few months I have been emailing a lot of different companies and we have ended up with a few different sponsors for different products. We have managed to get sponsorships from Hensol Gin, Mor Ladron Rum and Manor Wildlife Park (Hensol Castle Distillery, 2022) (Mor Ladron Rum, 2017) (Manor, 2016) (Au Vodka, 2025) (Penderyn, 2025). 
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To: orders@morladronrum.com Tue 04/02/2025 16:14

Prynhawn da/ good afternoon, | previously sent you an email regarding sponsorship for our upcoming
Cowboys and Cocktails event which we are running as part of our university course and was
wondering if you have any interest in becoming a sponsor. In return for your sponsorship we will
promote your company at our event and on social media. We have already secured other sponsors for
other spirits, having your sponsorship will be greatly appreciated. Looking forward to hearing back
from you.

Many Thanks,
Charlie Macdonald

You

Hi, Just a follow up email to see if there are any updates regarding our sponsor... Wed 12/02/2025 10:54

Mor Ladron Rum

RHYBUDD: Deilliodd yr e-bost hwn o du allan i system E-bost Prifysgol Cymru Y... Wed 12/02/2025 18:32
You
Hi, no problem at all. We would be looking for around 4 bottles of rum if that's ... Thu 13/02/2025 15:41

orders@morladronrum.com

RHYBUDD: Deilliodd yr e-bost hwn o du allan i system E-bost Prifysgol Cymru Y... Mon 17/02/2025 12:25
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To: Au Vodka Customer Services <customerservices@auvodka.co.uk> Wed 12/02/2025 10:25

Hi, Just to follow up on my previous email | was wondering if there is any update on the sponsorship
situation for our event. If it's not possible then it is alright, we would like an answer either way pretty
soon if it's possible.

Many Thanks,
Charlie Macdonald.

< Reply > Forward
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To: info@penderyn.wales Wed 05/02/2025 11:54

Bore da/ good morning. We are students in UWTSD studying Hospitality and Tourism, we are reaching
out to ask for a sponsorship for an event we are running as part of our degree course in March.

The event is a 'Cowboy and Cocktail' themed social event for students which will take place on the
12th of March, we will be serving different cocktails and some of them require whiskey.

We would really appreciate your sponsorship with some product for our event, it would also offer an
opportunity to advertise your brand to students at our event and on social media. We already have
some sponsors for other spirits, but we would really appreciate any support from you to help us
acquire whiskey.

Hope to hear back from you soon,

Many Thanks
Charlie Macdonald, Elijah Thomas, Jayden Bond, Riley Tippet and Tao Jones
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To: community@chfoods.co.uk <Community@chfoods.co.uk> Mon 27/01/2025 15:39

Good morning/ afternoon,

| am a student at University of Wales Trinity Saint David, currently | am in my second year.

As part of our course we are planning an event on the 12th of March which will be a Cowboy and Cocktail
themed event. During this event we will be serving burgers and were wandering if you could help us
through sponsorship by providing burgers and buns and in return we will advertise your brand whilst
promoting our event.

Many thanks,

Charlie Macdonald.




