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[bookmark: _Toc130285798]The Event 
The event is a Game Night including sweet treats. The quiz will have different rounds with different types of trivia such as backwards trivia, general knowledge, guess the songs and characters, spaghetti and marshmallow tower and the sweet treats will include cakes and cheesecakes. The event will be held in City Church Swansea on 16th March 2023, with people turning up for 7pm to start the quiz at 7:30pm, as soon as the guests arrive and sit down, the cakes will be brought out and placed on the table for the guests. 
The first half of the event would run until 8:15pm, giving the attendees 15 minutes for a toilet break and to answer the guess the character sheets on the tables, before starting back up for8:30pm. The quiz will then run until 9pm, with the event officially finishing at 10pm, giving people chance to play tabletop games if they would like to stay. 
[bookmark: _Toc130285799]Aims and Objectives 
· The aim of the event is to raise money for Unicef, for the disaster in Turkey and Syria. 
· The aim is to put on an event for people to come with their friends and to also help them meet other people too. 
· The aim is also to ensure that students are able to have a stress-free night, and a night off studying.
[bookmark: _Toc130285800]Project Planning Techniques
[image: image/png]The planners put together a Gantt chart to help keep track of deadlines needed for the event. 

[bookmark: _Toc130285801]Market Research 
Quiz Nights are popular amongst a crowd of different people. Mainly for the fact that it is “fun and competitive” and “one of the best ways to attract new and returning patrons to your business” (Quiz Runners, 2023), meaning that it is a successful night in many venues.  
Game Nights are a good way to bring people together and are getting increasingly popular. Blind research partaken by Dicey Situation (2022) shows that 92% of the population enjoys playing at least one board game when they conducted research in 2020. They also claim that board gamers are typically between the ages of 25 and 50 as they have free time and disposable income. However, it was decided to target the Game Night to students and young adults as it will include quizzes, and also fun games that are not restricted to board games to keep it engaging. The price has been kept low to ensure that students are able to afford to come to the event. 
Kotler (2003) says that “marketing starts before a product exists. Marketing is the homework your company does to figure out what people need and what your company should offer.” And that it “determines how to launch, price, distribute and promote your product/service offerings to the marketplace.” By partaking in efficient marketing techniques, it gives the event planners ideas of whether or not the event is feasible. To ensure the success of the event, the planners undertook research to find out the most appropriate way to market the event, to find out what the competition is like and what date is the best to host the game night. 
After doing the research, it has been found that 23,000 of the United Kingdom’s 60,000 pubs have at least one weekly quiz and it’s suggested that over the past few years, the proportion has increased further (Peck, T. 2013). Whereas most of the quiz nights are held in pubs, this one would be held in a calmer setting of a church, where people are not allowed to drink alcohol as there is no license, that however doesn’t mean that it won’t be fun, as the planners would ensure the event would be engaging for everyone. 
Research shows that partaking in quiz nights is healthy for the brain, as by answering questions and learning, it means that you are improving your cognitive skills. By retaining information about the topics people are interested in, it can be seen as exercise for the minds and allows them to expand on their intelligence and improves on people’s mental capabilities (The Oaks At Denville, 2019). Therefore, it is important when putting the quiz content to use an array of questions, and by giving it different themes or subjects, attendees are sure to know some of the answers. It is also important to ensure the questions aren’t too hard, as people might not engage with it and might not be satisfied if they don’t feel they can answer the questions. 
According to Hague, P, Hague, N and Morgan, CA (2004), market research is important as “almost all frameworks that helps us understand our business and markets require data. Market research is therefor a vital component in many of the marketing paradigms.” Market research helps businesses find whether there is a gap in the market and helps them find out what will work well for their event. This is why it is important that market research is partaken for the Game Night event, as the planners don’t want to clash with other events in the centre and want to find something that will differentiate them from other game nights. They also researched other quiz night prices to ensure they are charging a good price. 


SWOT Analysis
	Strengths 
· Original Fun Games 
· Central Location 
· Cakes Included 
· Fun night for students to get together. 
· Not just a quiz – Unlike pubs that are just a quiz, this Game Night will include games like Jenga, Uno, Yahtzee, table-top curling, Boggle and more. 

	Weaknesses
· Clear Content – People might think it’s just games and not realise there is a quiz involved if they just see the poster. 
· Filling a large venue if not many people book tickets – therefore it could look empty.
· Unable to drink alcohol at the quiz night may deter students from attending as they might prefer to go to pubs for quiz nights. 

	Opportunities 
· Large student population in Swansea. 
· Fundraising for Turkey and Syria disaster – people might want to show everyone they are doing something to help and also get something out of it in return. 
· To make it different in order to fill a large venue. 
· Give experience and the opportunity to find out what works in Game Nights. 
	Threats
· Other quiz nights
· People might get bored and not engage if they don’t enjoy the content. 
· Students might leave early if they are unable to drink alcohol. 



[bookmark: _Toc130285802]Market Plan
The event will be marketed through Instagram, Facebook, the Students Union and through posters distributed through the university and online. All communication regarding the information of the event will be posted through the social medias. Promotion will be done through Instagram as according to Statista (2022) the average age of Instagram users are between 18 and 34, with 30.2% of the users being 18 and 24, and 31.7% of the users being between 25 and 34. 
To include mature students the event will be marketed through Facebook as according to Statista (2022), the highest demographic of age groups to use Facebook is the ages of 25- to 34-year-olds with a percentage of 24.5%, followed by the age group of 35- to 44-year-olds and then 18- to 24-year-olds. Because of this, promoting the event through Facebook will reach a higher range of students, and ensure that the mature students are included also. 
The IQ campus is a high footfall area with many students walking through constantly. Posters will be distributed over the campus to promote it to all the students. Birch (2015) claims that “there is a theory that a customer needs to see something at least seven times in order to memorise it” and that ensuring the posters are placed an appropriate high footfall area means that “customers will see them time and time again.” Which is why distributing posters throughout the university’s campus will ensure that it is targeted at the correct market. Promoting will be done through the Student Union to target the 1,741 people that follow their Instagram. The marketing for the event would start on the 16th February 2023. The target market for the event is students and young adults. 
Looking at the four p’s, the product is the Games Night, with it being a fun experience for people to attend, the quiz will have different themes to ensure it is engaging and will include tabletop games such as Jenga and Uno. The price of the event is £, to ensure it’s cheap and affordable for the attendees, and includes the games, quiz and cakes that that will be on the table. The place of the event would be at City Church Swansea. The Games Night will be distributed to the consumer through social media and posters placed around the university with the tickets being sold through Fixr. The event will be promoted through Facebook for the mature students, through Instagram for the young students and younger adults. Posters will be put up in the University as it is a high footfall area of students. 
As marketing is a huge contributor to the events success, it’s important to get it right. Therefore, the event planners have ensure they created a poster that gives the information it needs, and the post on social media provides all the information needed to entice attendees. 
[bookmark: _Toc130285803]Evaluation Strategy
Evaluating the event once it has happened is the key to measure if you have met the aims and objectives set out prior to the event, the measure the purpose and to document all the lessons learnt to improve for the next event (Potomac Officers Club, 2023). By evaluating the event, the planners will know whether they have succeeded in earning money for Unicef and will have built up experience and feedback for any other events they may put on. 
Evaluations can be done through many ways, through feedback gained after the event, through analysing how much revenue gained from the event, looking at event numbers and how many people turned up compared to how many the planners had intended. The evaluation could also analyse the amount of tickets sold through Fixr in comparison to how many people looked at the link. 
Once the event is over, the planners will begin to evaluate their event. They will do this by analysing how many attendees turned up compared to how many people bought tickets and how many they had planned for. The planners will take feedback from attendees and use it to evaluate their overall performance. 
The planners would also analyse what they felt did well and what they thought didn’t do as well as they had thought, and to look at what they could have done better. 
To ensure they can evaluate correctly, they will take photos on the day of the event to have proof of how it went to use in their evaluation. By taking photos, it can be documented how the attendees looked in order to judge their reactions to the event. They could compare their event to other quiz nights, and analyse how their event was different and why it done well, or if it done worse they could evaluate why it done worse than other events. 
The planner will also evaluate what they done well with the marketing of the event, what done good, what didn’t do good and how they could improve. They will also look at whether the event was like they had originally planned it to be, and if there was any differences. 
In order to evaluate the event, the planners will also look at whether the venue was in the right place or whether it should have been somewhere else. The planners could send out a survey to gather attendees feedback to use to evaluate their event. 
The evaluation of the event is important, as it helps people know what to improve for future events. It gives them the opportunity to make changes if they want to put on another event, and it works as a tool to ensure that any customers are kept happy if the planners are to host a Games Night again, and helps them improve for any other events they might host. 
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Meeting Minutes for Live Events Project
Date – Thursday 2nd February 2023
Time – 11:00am
Attendance – Chloe Griffiths and Meg King
Agenda –
- To discuss possible options for our live event project and decide on the outcome
- Begin to allocate action points for the next week
Discussion –
- Both shared ideas for event ideas and discussed positives and negatives for each option
- Decided on conducting more focused research and feasibility for a Murder Mystery event
- Look at the practicalities for the event and Meg to look at the content for the evening
Action points –
Chloe – Conduct a feasibility study
Meg – Look into and draft content for the activity
Minutes agreed by Chloe Griffiths and Meg King 02/02/2023
Date – Monday 6th February 2023
Time – 12:30pm
Attendance – Chloe Griffiths and Meg King
Agenda –
- To discuss the change in event ideas and feasibility
- Plan action points until Thursday
Discussion –
- Discussed new ideas for event plan and the possibilities for quiz night and afternoon tea
- Items for the quiz
Action points –
Chloe – Conduct a feasibility study
Meg – Look into and draft content for the quiz
Minutes agreed by Chloe Griffiths and Meg King 06/02/2023
Date – Thursday 9th February 2023
Time – 10:00am
Attendance – Chloe Griffiths and Meg King
Agenda –
- To discuss and confirm progress
- To review and plan next tasks
Discussion –
- Confirmed venue
- Target market confirmed
- Budget items
- Charities
- Draft poster
- Ticketing
Action points –
Chloe – Finalise date and time with venue
- Complete budget
- Look at Sales of tickets options
Meg – Market research
- Marketing plan
Minutes agreed by Chloe Griffiths and Meg King 09/02/2023
Date – Thursday 16th February 2023
Time 10:00am
Attendance – Chloe Griffiths and Meg King
Agenda –
- Ticket platform
- Poster review
- Venue
Discussion –
- Followed through with Fixr and sent student id
- Venue review and facilities
Minutes agreed by Chloe Griffiths and Meg King 09/02/2023
Date – Wednesday 22nd February 2023
Time 11:30am
Attendance – Chloe Griffiths and Meg King (Online meeting)
Agenda –
- Launch Fixr
- Instagram
- Promotion
Discussion –
- Instagram page is created and ready for post
- Finalised Fixr ready for launch
Minutes agreed by Chloe Griffiths and Meg King 22/02/2023
Date – Wednesday 8th March 2023
Attendance – Chloe Griffiths and Meg King
Agenda –
- Review Instagram password situation
- Check the promotion and ticket sales
- Prizes
Discussion –
- Instagram is now sorted
- Regular promotion is now needed including group chats, word of mouth, signage, and social media
- Initial prize ideas not appropriate for all, change to a prize of chocolate/sweets
Date – Thursday 9th March 2023
Time – 2:30pm
Attendance – Chloe Griffiths and Meg King
Agenda -
- Quiz content review
- Risk Assessment
- Allocated tasks review
Discussion –
- The quiz content needs to be updated and changed to appeal to a wider demographic and interests
- Risk Assessment agreed
- All tasks are on track apart from the quiz content that will be completed by Monday
- Volunteers are confirmed
Minutes agreed by Chloe Griffiths and Meg King 09/03/2023
Date – Monday 13th March 2023
Time - 1:00pm
Attendance – Chloe Griffiths and Meg King
Agenda –
- Quiz content review
- Host points
- Finalised Shopping List
- Individual roles on the day
- Equipment needed review
Discussion –
- Amended the quiz content and finalised rounds
- Chloe Showed Meg the Host points
- List of all items to get were approved
- All items to individually bring to the event was finalised
- Roles for the day were agreed and pre tasks set
Minutes Agreed Chloe Griffiths and Meg King 13/03/2023
Date – Tuesday 14th March 2023
Time 2:00pm
Attendance – Chloe Griffiths and Meg King
Agenda –
- Ticket Sales
- Media
Discussion –
- Final push for ticket sales, daily posts
- Review of all areas completed to check for any omissions
- Meeting time on Thursday to set up
Minutes agreed by Chloe Griffiths and Meg King 14/03/2023
Date - Wednesday 15th March 2023
Chloe Griffiths and Meg King
Through the day ticket sales were monitored and communication if any changes were needed for the event tomorrow. Posts were made on social media
Agreed by Chloe Griffiths and Meg King 15/03/2023
Date – Thursday 16th March 2023
Time – 4:00pm
Attendance – Chloe Griffiths and Meg King
Agenda -
- Overview of building
- Set up tasks to be completed
- Roles in the event
- Review of running order of event
Discussion. –
- All elements on the agenda were discussed and clarified
- Location of facilities
- Running order run through
Agreed by Chloe Griffiths and Meg King 16/03/2023
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