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Executive Summary 
This report has been constructed to demonstrate how to plan and execute an event successfully. As an event manager it is essential to have the appropriate skills and experience to plan an event. This event which will be taking place in Premier Inn Hotel Sunderland to celebrate guests’ loyalty and appreciation. The event will host for 60 guests and have 25 members of staff working that night to ensure there is no overcrowding. It will consist of a buffet, entertainment and photography options. Most importantly a time for the guests to come and have an enjoyable moment and appreciate the hotel as well as the hotel to gain more loyalty from their guests. 
During this report the EMBOK model, SWOT Analysis and SMART targets will be used to see how event management occurs and what can be done to ensure that the event will function properly and effectively. After the event the feedback will ensure that the event manager knows what went well and what can be improved for future events. 
When it comes to event management ensuring the appropriate and well skilled staff members are appointed for the event is essential as they will be playing a huge role to make the event effective and successful too. Making sure the right amenities are included such as the buffet, entertainment, venue, number of guests invited etc. The primary goal of the event is for the invited guests to join the hotel and its staff in celebrating a happy occasion. creating memories and fostering a feeling of community and belonging.
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Introduction 
This report has been constructed for the strategic planning and delivering of an event which will be taking place on Saturday 14th December 2024. The event is a Christmas celebration party/ festive event which will be held at Premier Inn City Centre Sunderland at 1-3 Hind Street, Sunderland, Tyne & Wear SR1 3QD. This winter themed event will hold up to a maximum of 60 guest and require 25 members of staff to ensure the safety and requirements for the event. The event has been chosen to focus on the importance and appreciation of guests. It is aimed to boost morale, fostering a sense of community and all in all creating a memorable experience that enhances guest stay and encourage repeat visits and loyalty. It is a time to celebrate, connect and add a touch of winter themed holiday magic to the hotel. 
Premier Inn is located within walking distance of Sunderland’s famous and main attractions like the Empire Theatre, The Bridges Shopping Centre, The metro station and many more. Premier Inn is a budget friendly hotel that is available to all types of guests. The Premier Inn Sunderland City Centre is a convenient place to stay for one or two nights, regardless of what brings its guests to this region of the North East. “To make sure the guests are well fed and well rested, This Sunderland hotel features a Thyme restaurant, and new generation bedrooms each featuring an impressive 40" flat screen TV, bright, modern bathrooms with a large shower head, and brand new, slumber-inducing, king-size bed” (Premier Inn, 2024). 
This report will look at using the EMBOK model, SMART targets and SWOT to analyse and give a thorough description of how these models and theories can be effective with this winter themed event. 





Event Cycle 
The event cycle within the hospitality industry involves several key stages, each crucial for the successful planning and execution of events. The event planning cycle can be roughly divided into 4 quarters: Planning, Promotion, At - Event and Post – Event” (Eventbrite, 2024). 
The participant is the most important factor in event success management. Since participants ultimately determine whether an event was a success, all action items centre on maximising the participant experience. The five phases of the event cycle are: plan, organise, measure, analyse, and share (LYTTI, 2021). This is how they operate:
1. Plan - Establish the event's objectives. Next, decide on the best participants and establish a reasonable spending limit. ensuring that all event facilities—venue or channel, content, structure, etc. are carefully planned. 
2. Organise - As with any other event, plan it online or in person. Cover every phase of the lifecycle, from marketing before the event to follow-up after it. 
3. Measure - Use the Experience Value Score (EVS) to gauge the event's perceived value as soon as it concludes. Obtain direct feedback from attendees and assess additional event KPIs. 
4. Analyse - Plan a retrospective. What worked well? How might things have gone more smoothly? What should be altered to perform better the next time? Analyse the feedback. 
5. Share - To improve the way events are conducted, record findings and communicate them to colleagues along with action items (LYTTI, 2021). 
The events objective is to gather guests together to celebrate a winter themed festive event and for them to have a joyous time together and appreciate their custom. By planning this winter event it is intended to bring in more custom and show guests how much they are valued and appreciated at Premier Inn hotel. There are many things to consider when planning an event such as choosing an appropriate venue and location, in this event the Premier Inn hotel in Sunderland City Centre which will accommodate up to 60 guests for the winter event will be the venue and location. The content and structure of it etc. Also establishing the budget and how much everything will cost. The Event manager has put a budget of £5000 to £20000 from a sponsor to host the winter themed event. 
In terms of organisation this event will be planned in person by the event manager with other members of staff and managers. To get this event across to the targeted audience Premier Inn will be updating its website to make it winter themed. The hotels website, email newsletters will be used to promote the event and in terms or organising this event the event manager will target market customers who will be invited through this platform. 
In order to measure the experience, the event manager will obtain feedback from the attendees/ guests to ensure what went well or what could be improved for the further events as guest feedback is vital. 
To analyse the event manager can work with other colleagues to see what worked well for this winter themed event and see what could have gone more smoothly and what could be done to make a similar themed event better next time. 
By sharing the findings of the event and by communicating with the other members of staff it will improve the way future events are conducted. 
Evaluation is a crucial management function that collects feedback to help organisations learn and adapt, improve processes, and more successfully accomplish goals. “Evaluating” also means assigning a value to something or making a determination about its worth, efficiency, or quality (Getz, 2018). 







Event Concept 
The concept of this event would be to let guests know that this event has been planned so the guests can experience an intimate connection with the hotel and to have an enjoyable winter themed event experience. The guests will experience a unique sense of community and a winter themed holiday spirit. There will be free drinks upon arrival. There will be a buffet with classic dishes as well as vegetarian and vegan selections. In addition to soft drinks for those who need them and a drinks package, there will be a discounted bar with seasonal festive drinks. The night's entertainment will be a live DJ. A photographer will be present throughout the night to capture those wonderful moments throughout. As it is a winter themed Christmas party event Santa Claus will be present for photo opportunities and to add to the festive atmosphere.  
The reputation, revenue, and customer loyalty of hotels are all directly impacted by the guest experience. Long-term success for a hotel depends on word-of-mouth recommendations, positive reviews, and repeat business, all of which are fuelled by a satisfying guest experience. Remarkable and pleasurable stays increase the likelihood that guests will return, giving the hotel a consistent flow of revenue. Furthermore, Spending time with friends and family, who are the people who know you the best, is the main goal of the holiday season. It's all about enjoying yourself with people you know. The hotel's guests would adore being able to experience this feeling again. (SiteMinder, 2024). 









Aim and Objectives of the Meeting/ Event
The aims and objectives of this event is for the event manager to organise a winter themed event to get the guests together within the hotel to celebrate a moment of togetherness, appreciation and validity. There are many aims for an event for example 
· Establishing brand awareness which increases recognition and visibility of the brand.
· Generating leads to attract potential customers and clients. 
· Enhancing Engagement to foster interaction and participation among the attendees. 
· Showcasing products or services which demonstrates offerings to the targeted audience. 
· Building community which creates a sense of belonging and connection among guests. 
Furthermore, objectives include: 
· Increase Registrations which is to set specific targets for the number of attendees for this event it will be 60. 
· Boost Social Media Presence which will encourage sharing and interaction on social media platforms. 
· Facilitate Networking to provide opportunities for attendees to connect and collaborate. 
· Gather Feedback so insights and opinions can be collected from the attendees to improve future events. 
· Measuring Success using metrics like attendance numbers, engagement levels, and lead generation to evaluate this winter themed events impact. 
(Swoogo, 2024) (Wadhwa, 2023)
Specific – The goal is to achieve a successful turnout for the winter themed event and execute the event perfectly ensuring catering, staff, drinks etc is all set up and ready. 
Measurable – Online invitation only to ensure revenue is used elsewhere. 
Achievable – Alongside the event manager assign appropriate and skilled staff members to ensure the running of the event. 
Relevant – The goal aligns with the team and hotel as it is for the guests and brand loyalty for the hotel. 
Timely – In order to accomplish this event a set time has been given as the event takes place on Saturday 14th December 2024 (Artsruni, 2022). 





















Event Management 
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When it comes to event management, there are numerous factors to consider, like abilities and assets. Among these abilities are leadership skills, which are necessary for event managers who collaborate with a variety of people, such as clients, business executives, and other management specialists. Managing workflow, organising schedules, assigning tasks, and planning events all require strong leadership abilities. Since event managers interact with a variety of professionals and clients, it is critical to cultivate strong interpersonal skills. These include empathy, compassion, patience, and the capacity to form bonds with others. Event managers with strong communication skills can coordinate with clients and team members. To maintain efficiency and keep events on track, open communication with team members is essential. Alternative solutions, if they emerge, are found by using problem-solving abilities. It assists event managers in organising the specifics of the event by utilising creative thinking techniques. Another crucial element to consider when event managing is time management (Indeed, 2023). 
Resources required for this event would be the venue, vendor contacts, the staff, marketing material such as emails etc, catering, entertainment, decoration, photogarpher etc (Eventbrite, 2023). 
Regarding the operational planning ensuring health and safety checks are done as well as completing risk assessments and risk managements to ensure safety of the guests, staff and the hotel itself. As there will be 60 guests in total a requirement of 25 staff members will be working for this event. So, there will be the event manager, two front of house staff, six housekeeping staff/cleaners to ensure the venue is clean and well maintained before and after the event. There will be ten catering and bartending staff members altogether. Two security staff to manage crowd control, ensure safety and handle any disturbance. One entertainment co-ordinator will be available during the event to organise and manage entertainment like the DJ who will be the entertainment for the event. One maintenance staff member will be handing any technical issues such as lighting etc should they arise and lastly two managers just to assist throughout the event and assist, share and enjoy with the guests and tend to their needs or requests during the event. 


















Event Budget 
	Expenses 
	Incoming 

	Staffing - £14 per hour 
	Sponsor - £5000 to £20000

	DJ - £400 - £500
	Buffet - £40 per person x 60 guests = £2400

	Photographer - £100 per hour for 4 hours = £400 
	Discounted bar - £2000 to £4000

	Complimentary Wine – 30 bottles = £300 to £500
	Soft drinks - £400 - £600

	
	Possible room bookings - £75 per night 



Funding sources  
The main funding source will be coming from a sponsor which for this event will be Budweiser the sponsor will be giving £15000. 
Analysis of Costs 
As the event will start from 6pm till 10pm but as the staff will need to be in from 5pm the pay for them will be £14 per hour. The staff will be paid for 5 working hours which totals the pay for them to be £1750 for the night. The photographer will be paid £100 per hour for four hours so that totals to £400 for the night. The DJ will cost £400 for the night. Complimentary wine for the event will cost £400. The total outgoing expense for the event will cost £2950. 
Income generation related to the event 
Buffet will generate an income of £2400. The discounted bar will hopefully bring in a income of £3000. Soft drinks will generate £400. Possible room bookings for roughly 15 guests will be £1125. The total income generating from the event will be £6925. 
Industry Trends/ Issues/ Impacts
As this event is winter themed and is taking place in December there will be a lot of industry trends during that time as it is a festive time, and everyone looks forward to this holiday season every year. The issues that can arise may be that similar events are being hosted at similar hotels, bars, companies etc. In Sunderland there are many events happening and some of which have already started from November, such as the festival of light which is quite popular within Sunderland but this event is only on till 24th November 2024 so it does not clash with Premier Inn’s event (City of Sunderland, 2024). Majority of the events taking place in Sunderland will be on till beginning of December. However private events may be taking place during Premier Inn’s event time so that is a consideration to take into account and ensure that the guests Premier Inn invites are available to attend. The winter themed event holding place at Premier Inn hotel Sunderland is to a certain extent influenced by the trends as it is the holiday season and these sort of events and parties etc are happening not just around the UK but all over the world to those who celebrate that time of year and host events. 
 











Situational and Cultural Considerations 
There are many things to consider when planning an event when it comes to situational ad cultural factors to ensure its success and inclusivity. 
Situational considerations would be:
· Logistics and Venue – to ensure the venue is accessible and suitable for the type of event and has adequate heating and facilities to keep the guests comfortable (Conferencetap, 2024). 
· Timing – Ensure the date and time and other local events.
· Audience – Include preferences, needs and expectations of the audience (Conferencetap, 2024). 
· Weather and safety – As winter weather is unpredictable ensure the hotel is equipped to handle snow, cold temperatures etc. 
· Décor and Ambience – Create a cosy and festive atmosphere with the winter themed decorations like fairy lights, warm colours etc (Eventbrite, 2024). 
Cultural considerations would be:
· Holiday Sensitiveness – Be mindful of diverse culture and religious backgrounds of the guests (Eventbrite, 2024). 
· Dietary Requirements – Cater to diverse dietary needs the event will have vegan and vegetarian options so all guests can enjoy the food (Eventbrite, 2024). 
· Inclusivity – Creating an inclusive environment and event activities (Speakeragency, 2023). 
· Dress Code – Will be party wear (The social hub, 2024). 
· Legal and Ethical considerations – Comply with local laws and regulations and be mindful of topics that may be controversial (Conferencetap, 2024). 
SWOT Analysis 
Strengths 
· The event is located in the heart of Sunderland city centre 
· Professional Staff 
· Accommodation – Guests can stay on site, which is convenient. 
· Reputation and Branding – Established hotels often have a strong brand reputation that can attract attendees. 
Weaknesses 
· Cost such as catering and additional services.
· Availability – Hotels may have limited availability especially during peak seasons. 
· Restrictions – Such as noise levels and the timing of event as it is from 6pm till 11pm. 
Opportunities 
· Partnerships – Having a sponsor as Budweiser can reduce other costs. 
· Technology Integration – Such as live streaming, social media etc. 
· Market expansion – Attract new customers. 
Threats 
· Competition – Other local hotels and other events during the time. 
· Health and Safety Regulations – Ongoing health concerns and regulations can impact event planning and execution. 
(Meetinghand, 2023)










Conclusion
To conclude this report the event manager is putting a winter themed event on at Premier Inn Hotel in the City Centre Sunderland on Saturday December 14th 2024 from 6pm till 11pm. This event is taking place to appreciate and honour its guests and show loyalty towards them. By doing this event it will bring in more revenue, more loyalty and more guest satisfaction. The main event purpose is for the invited guests to come and celebrate a joyous time with the hotel and its staff members. A sense of belonging and community relationship to be built and make memories. 
This report analyses the event management process and the effectiveness of planning and executing an event. By using SMART targets, SWOT analysis and the EMBOK model it gives a clear understanding of where, what who and how an event can be more effective and what can be done after the event for future purposes. 
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