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Event Concept
[bookmark: _Int_dUK0oIYo]The original concept for the group was to create an enjoyable event for university students where they could relax and relax, this eventually developed into the event it is now. The event the group developed is that of a Western themed party, named Cowboys & Cocktails. The event is set to be held on March 12th from 7pm-11pm in the Dylan Thomas Centre. The expected attendance is 50-70 people, mostly consisting of university students aged 18-24, as that was the target market. The event will allow its attendees to have access to food included in their ticket, an array of purchasable cocktails with Western themes, a live DJ and several games/activities to further enhance their experiences. The Western theme was chosen as it is a common trend online with the rise of shows like Yellowstone and music artists like Shaboozey, this is further reinforced by an article which states the country audio streams are up by a 24% increase. (Berklee, 2024). The running order of the event can be found within Appendix A, this details the order of the event from start to finish. By organizing a running order, it allows our event to be more organized and controlled to ensure a smooth operation.
Aims and Objectives of the Event
When discussing the aims and objectives of our event we needed to think about why the attendees would wish to attend. As said by (Bladen et al, 2023), “consumers demand authentic, individual designed experiences” meaning that when we were developing our event we needed to try and create an authentic experience which the customer would enjoy and be able to be immersed in. The Western theme allowed for a designed authentic experience in which they could immerse themselves. The aims and objectives of the event also had to take note of the motives of the event. An events motives can be social, organizational, physiological or personal (McDonnell et al 1999. 190, 193; Shone & Parry 2004.176-178). By aligning events with clear goals, it is known that they tend to see higher satisfaction and success rates, and objectives that are clear can be used to measure and evaluate success. (Getz, 2012)
The aims of the event thus could be stated are more focused on the social and physiological motives in relaxation, social interaction and the creation of community spirit within the university. As well as the secondary organizational and personal aims to make sales, support our sponsors and to have creative freedom and experience in organizing an event. The objectives to achieve these aims can be reflected through designing an immersive atmosphere that reflects the Western theme through decorations, attire and entertainment as well as the coordinating of activities to engage participants and encourage teamwork.
Market Research
Identifying and researching your target market is key in event management. By making a profile of your target audience you can better target and tailor marketing strategies to the market, resulting in better engagement and event attendance, as supported by studies into emphasis on audience segmentation helping to meet specific consumer needs and increase engagement. (Morrison, 2023) Further backed by research on segmenting based off demographic variables allows messaging to better align with the needs of consumer groups (Schiffman & Kanuk & Wisenblit, 2010).
The Cowboys & Cocktails event was designed to target primarily university students aged 18-24. Focusing on young adults was the chosen audience as they are more active on social media platforms like Instagram and TikTok than other generations. (Sheikh, 2025) This age group are the generation which use social media more than any other, as well as engaging with posts and others on them. This is further backed by their tendencies to make purchases via links and advertisements found on these platforms like Instagram, where 71% of the age group in the UK engage actively every day. (Cranstone, 2024) This research and the factor that we are part of this age group and thus can understand the mindset and habits of them was why the group chose this market to target. 
Planning Process and Division of Work
In the process of planning and organizing the event we needed to ensure that the group was efficient and understood the division of work and the timelines in which we’d be fulfilling our roles and responsibilities. This first began with an in class questionnaire where we could identify the general roles within a team (Belbin, 2010), that each member could fulfill and discussions on whom was most interested and knowledgeable in certain areas, the combinations of these allowed us to designate lead positions for certain people where others then assist where needed, or when they had the time available. The group with positions of lead identified led to the eventual development of a work breakdown structure to further show which major and minor activities could be identified, this benefits the group as it helped facilitate task responsibilities and decision making. (Elliott, 2024) The WBS can be seen in Appendix B.
Additionally, we developed a basic GANTT chart, which we then revisited when further actions and dates needed to be added. This GANTT can be seen in Appendix C. The use of a GANTT chart was adopted as it can be an effective communication tool and allowed us to point out problem areas or scheduling clashes that we could then adapt and mitigate (Kashyap, 2024). The group also engaged in regular correspondence through in-person meetings, WhatsApp and Microsoft Teams. These discussions allowed us to keep informed as a group on the development progress and where things needed to be addressed. Furthermore, different roles and the structured approach enabled us to collaborate effectively and maintain clear lines of responsibility throughout the process.
My position within the group was the primary lead on the financial and risk management/health and safety sections of the event, I also then acted in an assisting capacity in different sections of the event like decorations and marketing. I’d also like to highlight that within the planning process to ensure communication and continual organization I acted as a sort of planning coordinator, ensuring group members were keeping on task and up to date as the event progressed and milestones needed to be met. A further breakdown of my division of work and more exact contributions can be found in the corresponding sectors. 
Marketing and Promotion
Once we had identified the target audience of our event and conducted the needed market research our group began to devise ideas for marketing and promotional materials. We decided on a mixed marketing approach favoring digital marketing over traditional means. Given the active use of Instagram and Facebook by the target group (Sheikh, 2025), we decided to focus our marketing approach on those platforms, primarily Instagram, to allow for ease of content and mass sharing. 
Marketing communications serve as a powerful stimulus that can shape consumer attitudes and preferences (Kotler & Armstrong, 2018), we identified from research that visually appealing advertisements and media content can capture consumers attentions and strengthen brand recall and awareness (Babin & Harris, 2015), this is why our group focused on more visual advertisements with many posts and background music. Also positioning posters around the different student housing and university campus buildings allowed for traditional marketing methods. Additionally, as we progressed closer to our event, we further pushed on our social media and through personal selling to our target market and got people who had already purchased tickets to recommend to their friends. This was done as research suggests that consumers are more likely to trust recommendations from peers than traditional advertising messages (Kudeshia & Kumar, 2017), additionally when under time pressure consumers may prioritize convenience over careful deliberation leading to impulsive purchases which could further improve our ticket sales (Soman, 2001).
My contributions to the marketing were to assist the lead of Tao and Elijah in coming up with ideas for marketing materials like menus, theming, information, etc. My primary contributions being the design and assistance in posting of the cocktail menu and the idea for a poll to identify which drinks had the most appeal to future attendees. 
Financials
The financials of the event are one of the most important aspects as the goal of any event, which is for profit, is to at least breakeven. Due to this it was important to take consideration what resources would be required in all sections of the event in the planning and organization process. The importance of financial analysis and planning can’t be overstated as it allows the group to develop a realistic budget that can accommodate for contingency plans and risk factors whilst ensuring the event stays on track and does not overestimate the amount of funding that can be allocated (ICC Belfast, 2025). By creating a series of financial statements and calculations I could create estimated costs for each section whilst also predicting revenue streams for the event. The predicting of revenue allowed for realistic financial decisions and allowed us to align the revenue with the costs to see where we could be flexible and where we needed to be strict with our spending. (Etherio, 2024).
My contributions of the group were to coordinate and directly lead the financials section of the event, creating costings lists with detailed alternatives and links for every section from marketing to cocktails, these detailed tables can be found from Appendix D to Appendix J with notable information next to them. By creating these tables I could actively estimate the income and expenditures to keep the group on track and direct purchases, ensuring all financial aspects are thoroughly planned and organized.
On the tables within the Appendices there are other things to note, throughout them the costs were broken down via either specific purchase options or from estimates of the industry. The options on many sections were given a min-max cost or 2 options for differentiation and contingencies when purchasing. It is important to note these costs are subject to change from the actual event costs in some cases, will need to be re-examined and compared in the post-event evaluations.  
Furthermore, many of these Appendix tables have certain assumptions, Appendix E costs were based upon the assumption of over 50 guests but less than 100 guests. That was established as the range, so we’d have room for adjustment in the actual costs and purchasing. Appendix F was a collaboration of the group identifying which decorations to use, with me compiling the table with links and then Riley purchasing them and any additions for the group, so he could make any changes where necessary given he is the decorations lead but he ensured financials remained informed. The two sections we know the actual costs of currently are the staffing (DJ) option as that is confirmed and £140 was paid and the security whilst originally was based upon hourly industry rates we were informed by DTC that they have their own company and thus we would not need to cover their wage, so security will not cost anything to our event. Appendix I was based originally on the amount of ingredients to make 100 burgers, as we knew thus was likely to be leftovers we still decided to overestimate as we deemed it better to over purchase rather than run the risk of not being able to deliver on our promise of included food, as this failure would lower guests’ happiness and thus provide worse feedback.  These costs are subject to change though as we are sourcing ingredients through DTC rather than independently purchasing them and lowering the number of burgers from 100 down to a more reasonable rate. Lastly Appendix J had estimates based on the amount of ingredients needed to make 20 of each type of cocktail/mocktail on our menus. Whilst it was likely we’d have leftovers or be lacking in certain spirits, in our actual costs we accounted for these issues by creating a poll to identify what would be our more popular drinks and thus which supplies were priorities to stock larger amounts of and ensure our purchasing were realistic. At the agreed group cost of £6 each cocktail it currently works out from the estimates we’d need the sale of 45/62 drinks to breakeven. Although this seems like a large amount, we are encouraging the purchase of drinks by offerings options to appeal to everyone, a 2 for £10 deal to encourage group purchases, a taster to entice attendees and a sponsor for the rum to lower to overall actual costs. 
As can be seen from the Appendices and the information stated previously the estimates for the event had to take several calculated assumptions that were aimed to be realistic and measurable as much as possible to ensure the financials remained within a logical range. Budgeting assumptions are essential in creating effective financial plans and are based upon industry data and trends. Budgeting assumptions also allow you to calculate the breakeven point of an event or operation as noted within the cocktails. (StudySmarter, 2025)
Logistics
Our venue for this event was already pre-determined, however we still had to co-ordinate and organize with them, the venue being the Dylan Thomas Centre. Our group coordinated through email correspondence and meetings, primarily led by Elijah and assisted by Charlie, to identify and organize what was needed for the event. As well as the event portfolio we presented to the building manager, this meeting led to our group organizing and establishing clear and concise information and questions for when we had queries on either side. It is crucial that the event logistics are efficient both in the planning and the event day itself as it can play a role in customer satisfaction and event success. (Shone & Parry, 2010)
My contributions in the logistics were primarily focused on decorations, as given its cost potential, I assisted by organizing a list of decorations that could be used that was then shared with the decoration lead Riley, this list could be used as a guideline and then I coordinated with him whenever he wished to make other purchases for the decorations or for the entertainment side of the event. The estimated decorations list, with pricing, can be seen in Appendix F.
Risk Management & Contingencies 
When planning and organizing an event it is vital to ensure that risk management is analyzed and conducted to allow for the organization of contingency planning. “The one reason why events are special is because of risk, the event has not been done before” (Laybourn, 2004), this statement goes to show the emphasis that risk has on events. By identifying and preparing for potential risks it can help to reduce operational disruptions and maintain the event's reputation (Getz, 2016). When conducting risk management, it can be good to use the 5-step process. The 5-step risk management process is; identify risks, assess risks, develop risk response strategies, implement risk response, monitor and review. This process is important as it allows the organization to examine every potential risk, and co-ordinate plans to remove or mitigate their effects. (Thomas, 2025)
In the process of making the risk management plan for this event, as the risk management lead and safety coordinator, I created a risk analysis sheet to help us organize and address risks. (Tum et al, 2006) A risk analysis is beneficial to event organization as it allows us to have greater awareness of potential risks and can more effectively note their likelihoods and severity so we can better address and determine actions required to reduce any issues (Evotix, 2024). The risk analysis also makes note of the existing precautions and the further actions/contingencies that the event can implement to ensure smoother operations. The actions note are our contingencies, contingency plans allow events/organizations to mitigate their risks. The risk analysis sheet can be found in Appendix K, as can be seen in the Appendix it also makes note of whom is responsible if the incident were to occur, with myself the Safety Co-Ordinator having to be involved in them all but also whomever is the lead responsibility for that section as it requires communication with that section lead when dealing with risks that affect them.
Evaluation
As our event was organized, we needed to identify how we’d evaluate the event’s success after it has concluded. This shall be done through KPIs, key performance indicators. Successful events are often those that undergo detailed post-event evaluation and regular post-event analysis can lead to better planning for future events and insight (Bowdin et al, 2011). By identifying and analyzing the success of the event and its feedback we can determine the success of the event in relation to is objects, report back to our stakeholders, make note of the overall data on the event and ensure the future and reputation of events. 
Our group identified as our KPIs to be focused on attendance numbers, social media engagement, revenue generated, and the feedback given from the attendees mid and post-event. By coordinating the use of multiple KPIs we can better measure the overall success of the event and its effects rather than getting a singular viewpoint. With the KPI data gathered and analyzed the success of the event can be measured as the venue, as individual sections and as a group as a whole. It will also be important in the evaluation to not only measure the success of the event itself but to also analyze and evaluate the success of the group itself, this can be done by highlighting each section and comparing it to the aims and objectives of the event and the overall progress and goals achieved by the section and whom was leading it. 
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Appendices:
A – This is the table showing the running order of the event, from the start at 7pm to 11pm. The activities are given general timings as some may run longer than others.
	Timing:
	Details:

	7pm
	Doors open as the event starts, the cocktail tasters are pre-prepared and organized.

	7pm-7:10pm
	Welcome speech and emergency announcement

	7:10pm-10:45pm
	Cocktails are served, closing just before the event ends to allow clean-up.

	7:30pm-10:45pm
	The burgers are served and tabled until nearing the event close, given time for clean-up and eating throughout the event.

	8pm-9pm
	The Quickdraw tournament, the winner getting a prize. 

	8pm-10:30pm
	The Cactus ring toss is opened, letting them continue throughout the event at leisure.

	9pm-9:30/10pm
	The quiz, winning table gets a prize. The timing may take longer depending on question answering times

	10:45pm-11pm
	Background cleanup begins

	10:55pm-11pm
	Thank you/ending speech

	11pm
	Event ends, remaining clean-up is done and remaining attendees escorted out. 



B – This is the work breakdown structure for the event. As can be seen it breaks down into sections with each group member who leads it. 
[image: ]
C – This is the GANTT chart for the event timeline.
[image: ]
D - This is the table showing the estimated costs per department for the event. 
	Department
	Minimum Cost (£)
	Maximum Cost (£)

	Marketing & Tickets
	23.48
	58.25

	Decorations
	141.61
	184.29

	Staffing (DJ)
	140
	410

	Security
	100
	152

	Food
	80.95
	118.20

	Cocktails
	268.02
	371.88

	Total 
	754.06
	1294.62



E - This is the table breaking down the estimated costs for the marketing and tickets departments. 
	Details
	Minimum Cost (£)
	Maximum Cost (£)
	Link

	Printing
	1.80
	3.40
	https://www.uwtsd.ac.uk/library 

	Blu-Tac
	1.20
	N/A
	https://www.tesco.com/groceries/en-GB/products/252855800 

	Blu-Tac Alternative
	N/A
	1.75
	https://www.sainsburys.co.uk/gol-ui/product/bostik-blu-tack-original-handy-reusable-adhesive 

	Tape
	0.50
	N/A
	https://www.tesco.com/groceries/en-GB/products/305654681 

	Tape Alternative
	N/A
	1.50
	https://www.sainsburys.co.uk/gol-ui/product/sellotape-original-gold-tape

	Wristbands (x2 pack of 50)
	19.98
	N/A
	https://www.amazon.co.uk/HAOWANWW-Bracelets-Wristbands-Decorations-Different/dp/B0DCB92R54/ref=sr_1_13_sspa?crid=J0OC4G18NXCZ&dib=eyJ2IjoiMSJ9.v_7n5TkbMjvmb-wzFyZ8sZz6hkiUW62knztU8VNqYqZ355hfqR7vr8aRm7d0_-Y1u9cR7jsyIZbDBRz5xoC4LCOD8HZARDpDUUTGnMbFizwshgb8czcOg6XIwkyuHT_bhkooyLEzvY0Po5MJqRFz9uRWAj9SWSZya3hjT_ESGcanS3NKwqKuHO5naMxwSz6NMX64NSZnoc23pKZBkXB78zbM9GTH-ovZjwJ8bc6FG3ZIR7FUDsw2CsyHxsUl7MYSGAaUWdizY1D_U-utV9VvbsWVEFFPyVSl8G7o6IHO-f4.VrYyk4EI6IsC-JaPyult8vN1ZJlvHlcjfPpIPsIlRXk&dib_tag=se&keywords=cowboy+themed+decorations&nsdOptOutParam=true&qid=1733400887&sprefix=cowboy+themed+de%2Caps%2C97&sr=8-13-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9tdGY&psc=1

	Wristbands Alternative (x2 pack of 48)
	N/A
	51.60
	https://www.amazon.co.uk/Sureio-Bracelets-Horseshoe-Adjustable-Equestrian/dp/B0C7VS62JT/ref=sr_1_42?crid=14BAR127LLGZY&dib=eyJ2IjoiMSJ9.GnYORU7RYW_AHo8m8j-2LTOit85XxA11NDZHSNRBpEGNwjSQFR1qzhGHEeaXA-jdXdnayy8qkqEKbCrP4Hfjy0VDfDlN4Brrdw1R-1pSXpUhd_yFoWP5SMMznprIrg100v-kR4dDl7IF6_sO1ss_6V3yFaOWHXFiw5gkPIueBVhftZqeqAcrXn9eNd9xIJuZKksDGVKWFEyMpRqHJ8py4XcOAaWR4RKMkIWbdoasG4XztvHpv0jhmgFOswCoSfKy_UbBIAdfngg-nnV1mXNx58yKhYmDI2A3oh91tR8ljBEOYWNqVV4bSLL-YrXWsAqP2YTAIW2Mwpj_NdyFZgPyw672oHELRAFm1YbsXDjguh_WvqI9S0wusFaj3eJhe3eu8A79KR9Su_0knHBV3I6g690NybQFBiBJXL3EYv7B8QxiQASRGTBATMnryU5kqPT4.6j1MJYcmVNenVph5UuoewQCpLmYKiWAeuJfVC1t4puY&dib_tag=se&keywords=western+party+bracelet&qid=1738081146&sprefix=western+party+bracelet%2Caps%2C164&sr=8-42

	Total
	23.48
	58.25
	



F - This is a table breaking down the estimated costs for the decorations. 
	Details
	Minimum Cost (£)
	Maximum Cost (£)
	Link

	Cowboy Hats (x12)
	27.99
	N/A
	https://www.amazon.co.uk/ASMIZ-Bandanas-Adjustable-Drawstring-Performance/dp/B0D639MP5Q/ref=sr_1_7?crid=9JNGRFQ062T0&dib=eyJ2IjoiMSJ9.IeFsXXb4ovuEU-m4ywlfcKx5C_qonmgA4dUtdhE49mT0tB9-Y6OZMTafvMmbc3I8TfpmYK9updVRQZUFHpNkLXOHh2PoQ0mlYZWQaXxahOQoTg4K_RlytyzdpvXB-drD3Y8aDBAlvekmDKEP-zvVzBXsv05U4q2uFEOkjwF0Rp4LD5I3mUWjupAB9LzOtyZulgLHxIW5maeBByLWWvE5Sw7L8gKV8xlRFgANplNQa_tbmnNXW-lPQothNn2igIJ1-fz2RWztb4ZfJbfHXhIvLgf9RaxPT3vmu84Xz_JXOIo.FFlEVKiwY5trLXESMYlzMET3CEVfEf8tF1uuoMCh320&dib_tag=se&keywords=cowboy+hat+bundle&nsdOptOutParam=true&qid=1733399824&sprefix=bundle+cowboy+hats+%2Caps%2C82&sr=8-7

	Cowboy Hats Alternative (x6)
	N/A
	29.99
	https://www.amazon.co.uk/ASMIZ-Bandanas-Cowgirl-Western-Costume/dp/B0D7VT368F/ref=sr_1_6?crid=9JNGRFQ062T0&dib=eyJ2IjoiMSJ9.IeFsXXb4ovuEU-m4ywlfcKx5C_qonmgA4dUtdhE49mT0tB9-Y6OZMTafvMmbc3I8TfpmYK9updVRQZUFHpNkLXOHh2PoQ0mlYZWQaXxahOQoTg4K_RlytyzdpvXB-drDBniP7QjBQWGntcAC3PM27IL659-qJ4LHXHryQDsinIYLD5I3mUWjupAB9LzOtyZulgLHxIW5maeBByLWWvE5Sw7L8gKV8xlRFgANplNQa_tbmnNXW-lPQothNn2igIJ1-fz2RWztb4ZfJbfHXhIvLgf9RaxPT3vmu84Xz_JXOIo.nbi7YOY71aIVkZk6xVfpH2vvQMGvxMjVM6mQxkfSkLI&dib_tag=se&keywords=cowboy+hat+bundle&nsdOptOutParam=true&qid=1733400400&sprefix=bundle+cowboy+hats+%2Caps%2C82&sr=8-6

	Saloon Banner
	5.44
	N/A
	https://www.partyrama.co.uk/saloon-sign-decoration-55cm/ 

	Saloon Banner Alternative
	N/A
	7.48
	https://www.amazon.co.uk/BOLAND-Boland-Cowboy-Celebration-Decoration/dp/B07D39NNV1/ref=pd_day0fbt_d_sccl_1/260-8128798-0476637?pd_rd_w=6MN1w&content-id=amzn1.sym.aa5f0976-1480-46a8-ac3e-86a6a439835e&pf_rd_p=aa5f0976-1480-46a8-ac3e-86a6a439835e&pf_rd_r=MYAYVJAJH9QPWQ6DPBY2&pd_rd_wg=v4BBf&pd_rd_r=b08dd4e7-7bcc-44ad-be6c-632b34bcd949&pd_rd_i=B07D39NNV1&psc=1

	Bunting (6m)
	3.99
	N/A
	https://www.amazon.co.uk/Generique-Western-Wild-West-Bunting/dp/B07DJ52D2N/ref=pd_day0fbt_thbs_d_sccl_2/260-8128798-0476637?pd_rd_w=3rCec&content-id=amzn1.sym.aa5f0976-1480-46a8-ac3e-86a6a439835e&pf_rd_p=aa5f0976-1480-46a8-ac3e-86a6a439835e&pf_rd_r=BVEBEC4P54DAEZESTD3T&pd_rd_wg=2sgkY&pd_rd_r=0e5dd257-3eb3-4888-b394-82092d03431d&pd_rd_i=B07DJ52D2N&psc=1

	Bunting Alternative (32ft)
	N/A
	13.99
	https://www.amazon.co.uk/Bunting-Decorations-Triangle-Cowgirls-Birthday/dp/B0DCBHS18Q/ref=sr_1_4?dib=eyJ2IjoiMSJ9.mOJWycfhIVSZgUjkhoHIhcCmshn5uADHmFi9eOb9NASLSWocjtcMVsbTrFJpNuclZHiW1XU3KhRc-T2iueFMUTxjk_AzfT_FrEL7-LcPkRDrRSHCKTKHwIYQQXB7UTpAdh9gkJnvfK3ymwNy8VQ5KlVhHaBu3eR-FOuoMt-PeABIbR7LYatneIEWS4zJ0Jp_ZDppEQ-ZZpmyEeK9_mGhE5MuIIAgxdBlTMYbuT8B1y5sSaS7l6cDjjvoxrL_IpJrlcxSYV5h_j4BQdFjVs4hLAu9x0uSAT0XztAt3G4DUEI.htdB1mKrks58OyCIKgRb0dT3fUCXz7j4tnqTNoINJLY&dib_tag=se&keywords=western%2Bbunting&qid=1738083604&s=kitchen&sr=1-4&th=1

	Shot Glasses (x12)
	9.29
	N/A
	https://www.amazon.co.uk/Shot-Glasses-Plastic-Bachelorette-Decoration/dp/B0DHL55V5X/ref=sr_1_10?crid=1L484ADUAM2MM&dib=eyJ2IjoiMSJ9.Lcuj4qJjRcWpKX_3Awx_xbbSdheQ2hUWp7SE7nQ8hqnhAWnnhSlPBnonQ_dxPpBWbv3cuPrecz5X2aBoqpNAi6whNNBqds_BCsGTo8Aw5JkHtNZmQgEFGt_Me3VKCKiDOXSoa0Al5tWhCf8wvYH6M1yxKFGsZpIvuZaStVVursOhvAVPpLjR3ujxHwOIgv8nK9DmSUVot42Ew3_YLqrq03harsBo9yBf3YyD--BC6us28ZlTon_GkVKEEEUoA423Hl3WvLaKFpr3u1LSrifNdf3v0BF8txVWxMFZVe66tXEcKV7incqyqLJktFvyK0JtpcplCiumlhrDoc9k1yg4nPnXv4dzl0anwdSM7RzGtwU.blydW3lYi81j2_WNptXGgBUUzQaRnhZmeUBzDdJY060&dib_tag=se&keywords=western+shot+glass+party&qid=1738083879&s=kitchen&sprefix=western+shot+glass+party%2Ckitchen%2C117&sr=1-10

	Shot Glasses Alternative (x12)
	N/A
	11.99
	https://www.amazon.co.uk/Haishell-Boot-Shot-Glasses-Bachelorette/dp/B0D8HP52FT/ref=sr_1_3_sspa?crid=675SNYCKM3EX&dib=eyJ2IjoiMSJ9.hAijbZyha8hW5Reb4btgAjRAd5DtarTcA7nCTwpZnpr-Rh0hBg3O81cmdMd1GH9q87cS6oLMAU-Ljmy59U4HdfAN-zeJ9fSYeocHg4-ssPpWx7GudBpMyyo0RM7jnuYbDnlO5xlWA25fvJ9bzAt0TUFkz8v83fr4sCLBHxyOHAwo97QFtRi81xCmrpVYnWpbyeqQjAA6gLPg6Jlz1YlFEHAzodmB1OEAApwBcFIfesJA7QUcO3LXZVts_PuuhsywjYSHepLtasQAs9RtJJ5labfRq29-qf4H2HSwsdqarfk.ka7jVgLuDV6WUbcEhTiCDyLLOTCT5jB8hCNJfmmrOiI&dib_tag=se&keywords=cowboy+boot+shot+glass&qid=1733400755&s=kitchen&sprefix=cowboy+%2Ckitchen%2C80&sr=1-3-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&psc=1

	Balloons (x50)
	8.99
	N/A
	https://www.amazon.co.uk/Balloons-Western-Neutral-Confetti-Birthday/dp/B0CYPWHGWS/ref=sr_1_1_sspa?crid=1YYDF05T7AQ29&dib=eyJ2IjoiMSJ9.T2lNcwF7L7ux79OzkK0FTHHpj6-HzMlTU8bhPuJrG5xCIR1Lafe6ZKplY_V6wxx63yQHjsWVsncEHeyvnLuy-PiJh7boJGQC37I5mzSxGDFeUG7vJOHCvQ1-Mzc_zR5UMLTbJCYr0Ihr8AYBmRoyxPmelg4rScXNQUiiMlrsLsYcs-_A5DxI5aj4cAKvU5i8ddp-ni7aLnpfc-y-yGU75GCpvaPCBG7bfYboy-str8tI5lNJx45KD29SuSMr5o5v9CmP-tqCVP47UxlwqcJa7Y2PqX7IML_bWarf8yiXGBo.UfDlAy_OZJMfRDdkPaZH2ncLAiyExUXsEqAFB_NQFwo&dib_tag=se&keywords=western%2Bballoons&qid=1738084082&sprefix=western%2Bbal%2Caps%2C982&sr=8-1-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&th=1

	Balloons Alternative (x16)
	N/A
	11.99
	https://www.amazon.co.uk/Western-Balloons-Decorations-Birthday-Supplies/dp/B0D2NVN3PM/ref=sr_1_9?crid=1YYDF05T7AQ29&dib=eyJ2IjoiMSJ9.T2lNcwF7L7ux79OzkK0FTHHpj6-HzMlTU8bhPuJrG5xCIR1Lafe6ZKplY_V6wxx63yQHjsWVsncEHeyvnLuy-PiJh7boJGQC37I5mzSxGDFeUG7vJOHCvQ1-Mzc_zR5UMLTbJCYr0Ihr8AYBmRoyxPmelg4rScXNQUiiMlrsLsYcs-_A5DxI5aj4cAKvU5i8ddp-ni7aLnpfc-y-yGU75GCpvaPCBG7bfYboy-str8tI5lNJx45KD29SuSMr5o5v9CmP-tqCVP47UxlwqcJa7So5J0g62uYtLvnnmDUEZy9VTqtRbSEyQLXXQvpCuZJDW8ie0BvWQ9Pehof9eSRyMqqedXYHQoXpLCUI-4BN8hVt48LxD4L2dSR6V63JfP5YJ9D7aqlYoZB2PlK7s-mnLTZGgNEtD-j0ifHsgNZcjeA1gs3A35R5nB3jX3d-8pDI.u8lMKnAU0SAlFQ_EylLNW3Z4V2_r6U--PB19Xi5xEAA&dib_tag=se&keywords=western+balloons&qid=1738084082&sprefix=western+bal%2Caps%2C982&sr=8-9

	Welcome Sign
	8.99
	N/A
	https://www.amazon.co.uk/Western-Decoration-Supplies-Cowboy-Backdrop/dp/B07WCLQSYX/ref=sr_1_27?crid=J0OC4G18NXCZ&dib=eyJ2IjoiMSJ9.v_7n5TkbMjvmb-wzFyZ8sZz6hkiUW62knztU8VNqYqZ355hfqR7vr8aRm7d0_-Y1u9cR7jsyIZbDBRz5xoC4LCOD8HZARDpDUUTGnMbFizwshgb8czcOg6XIwkyuHT_bhkooyLEzvY0Po5MJqRFz9uRWAj9SWSZya3hjT_ESGcanS3NKwqKuHO5naMxwSz6NMX64NSZnoc23pKZBkXB78zbM9GTH-ovZjwJ8bc6FG3ZIR7FUDsw2CsyHxsUl7MYSGAaUWdizY1D_U-utV9VvbsWVEFFPyVSl8G7o6IHO-f4.VrYyk4EI6IsC-JaPyult8vN1ZJlvHlcjfPpIPsIlRXk&dib_tag=se&keywords=cowboy+themed+decorations&nsdOptOutParam=true&qid=1733400887&sprefix=cowboy+themed+de%2Caps%2C97&sr=8-27

	Welcome Sign Alternative
	N/A
	13.09
	https://www.amazon.co.uk/SUPERDANT-Western-Welcome-Hanging-Decoration/dp/B0DDKNKHHC/ref=sr_1_5?crid=5L73OXKB0SNL&dib=eyJ2IjoiMSJ9.111aht0Xzqtiw5KK95x4Ou0Oe23KMRp4xHzFvnhqMBRunP2nKDf62xmqdNzOVpTmLHEfO0U28Egt03Pg-Q2WBSdXWGvLns8wb6fBCANyb0omCtXdWdN_EIcemBrkR5FpUE3kYOuqWAs8BJSCaJbNTbo8LEULF83QFiWJSz-gN5WK3t7htyJvCADhgAJ9K9sUlEcWwkl33S_Ledw03JlJK4UPO_JKh3oy_Wy3xdfgAuCy_4bMhPgCgGpyK1TXRGnEQHcrG7Ld8yohOtIKCJr8UvnApAKQA99GTIuHVy35Q88.1G472EmihcFmXhQ_LfUoRJCV96pTy6knUSfZF2RThyk&dib_tag=se&keywords=cowboy%2Bparty%2Bwelcome%2Bsign&qid=1738085080&sprefix=western%2Bparty%2Bwelcome%2Bsign%2Caps%2C4341&sr=8-5&th=1

	Western Backdrop (8x6ft)
	25.99
	N/A
	https://www.amazon.co.uk/dp/B0DFTLX8JM/ref=twister_B0DFTKSYNR?_encoding=UTF8&th=1

	Western Backdrop Alternative (10x7ft)
	N/A
	32.99
	https://www.amazon.co.uk/Avezano-Backdrop-Photography-Background-Decorations/dp/B0CB7N3Y55/ref=sr_1_12?crid=3RVP6LTPOW9WW&dib=eyJ2IjoiMSJ9.wJkU16YiYKbeLh78jTErZx9ivPoHCbyjDyU7ppKpQbPQcg0mfMgzkbURIEuCToFA7hRd6Tau0vkpJ9GLj3GMnMpWSkpTqoEjyIyoiDwzWVtKLXrObNWBHn1lejZfgyOJJgxU-imccV-0EdK1O_WveyjO9PyJ6FP9jyC8Il6dwLrL0UMUVBUpXBcjr7RjdFp_CNzAlgnkfcs4ZmA5ktgLdNNCPM7R1sZKsKHszULU-wg.VnjVESlkIV-1qjS8QtIOURzgpi8GJ7j12GPekfOBEHk&dib_tag=se&keywords=western%2Badult%2Bphoto%2Bbackdrop&qid=1738084454&sprefix=western%2Badult%2Bphoto%2Bbackdrop%2Caps%2C491&sr=8-12&th=1

	Wanted Sign
	9.00
	N/A
	https://www.amazon.co.uk/SKIRUP-Decorations-Backdrop-Photoshoot-Supplies/dp/B0DF2WMLD6/ref=sr_1_5?crid=39GTCXR7PI0BC&dib=eyJ2IjoiMSJ9.WEE9pXiCKBBdaaVtSDIPUJG9L8P1NlYxfpf1BPZYU0LAp7yRcf30U7oX5fX4-zjtxJ_5OMsOuIn5Nf7nSxXJ2UGu-Dgqn-xp07mkEWpY9bdP1hbesxlwVbgHYH7Av7Zz35hJkFdvF0tAeIy5FHZQFrp0Uvq-g8o1BwI01JSoGFviagKOR2muub9_Tt20DcbG5Y3NqmDbNT8jeyZipgmOIeOLVb5u-NmOkmODjZlGyPnB7BdSqKELaEt1bch4h5TGQeXnx9YM6L4tX2Bg3GH6JI1xH3s40SOveDCXQSCgv9irNPF_RN--Xqk3UxtFrgxhspEn3-De665lovYbjTrcSmhH4dLIE1hV7S-2RfpcZAZPmuwWErarrgGlXma7pP7vYx3uHek5VtuLpEQVjsrfclp1yzn67yalaHMWujIBIc7CxpuXurdxEQI7YpyWGCtb.2FUxzCXM3BY-EIgR_ZwiJKYpmiMy8txSQ0zgQS5xQis&dib_tag=se&keywords=western+adult+party+photo+props&qid=1738085312&sprefix=western+adult+party+photo+props%2Caps%2C122&sr=8-5

	Wanted Sign Alternative
	N/A
	10.79
	https://www.amazon.co.uk/Beistle-Western-Wanted-Photo-Frame/dp/B01D6KCT4K/ref=sr_1_30?crid=2AJU22GXC9GAJ&dib=eyJ2IjoiMSJ9.WEE9pXiCKBBdaaVtSDIPUAugTGK1q3qkXfylKEMl6y_jYPBRRyUIVV1fPndyhcqSeTAHiFA44OL5H1vn4YiUV7LMqcgE6ufvYXI0ukLmuCb9mr4RD6y_bzQQlCBRAKBVOcJ4kHkSrHGEdbgTuDJ1Bww_9BvNVtyY0TqlZFqF7XF_0GIsahJrK09vTPtOHOz9Db0XK7pcEUt4PPBZ7tM-VNQSI7pDliXOPDyixTcbF92L8X_CZA1PKWrzZX3RlSpzayar-ZS4KRJh4qLkk_7TABzIDNU6rPoIK4r1R72HAvRP2nIyvkQ8fJXrv49VMz9MQvXBmYofTrPqIO7jPO1YEpKxocDmyQJJ-nG0KULFlNLcrHWIg4H4SODDDDiuHakEAUXHKm56oSxGLOv3R9cwIBqYJR7atMXRvZbFaCylt25NsH-_QLjBv-NMLFoVztsQ.wQEZhSxp47qkWdQr0Y5aZKBKSAlE1DzdzzC4cvp-C_E&dib_tag=se&keywords=western+adult+party+props&qid=1738085494&sprefix=western+adult+party+props%2Caps%2C194&sr=8-30

	Photo Props (x25)
	4.99
	N/A
	https://www.amazon.co.uk/Handheld-Decorations-Accessories-Carnival-Supplies/dp/B0D89SR9DV/ref=sr_1_12_sspa?crid=20CK7OUMZE63Y&dib=eyJ2IjoiMSJ9.vfQPDP2TiHvwdbW6BeUmF1wvEYYDh3os6v910wvB_XUAS27QZX2q057uhQXe863L_KAhsrMks7IhYmoIFLp66wydZI6yDsB4-24TKqGCgySmuCSKMd3ozB3HVRK7LwNZjWCn0yti--B2A6sPzKHwKh-hfs4R29s9XtI0BoplZvZKvbD_b41I_cOM5F35-lV0c4GMiTjk9ruJw12aXH8wB9S-lIY2NydrEVymES6ANi0z45UQa_mY94VJYPFNnhZuC0RIFe4hS6CZS9muXpmPUWQE1Ku01LCB94OBh4pS3Qs.QcbN55yaIHEB7Wxmsl9HAnZZOOz1kumLBehL_sfJO7I&dib_tag=se&keywords=western+party+props&qid=1738085621&sprefix=western+party+props%2Caps%2C233&sr=8-12-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9tdGY&psc=1

	Photo Prop Alternative (x25)
	N/A
	7.99
	https://www.amazon.co.uk/West-Cowboy-Party-Decorations-Set/dp/B0D93F1YYZ/ref=sr_1_2_sspa?crid=20CK7OUMZE63Y&dib=eyJ2IjoiMSJ9.vfQPDP2TiHvwdbW6BeUmF1wvEYYDh3os6v910wvB_XUAS27QZX2q057uhQXe863L_KAhsrMks7IhYmoIFLp66wydZI6yDsB4-24TKqGCgySmuCSKMd3ozB3HVRK7LwNZjWCn0yti--B2A6sPzKHwKh-hfs4R29s9XtI0BoplZvZKvbD_b41I_cOM5F35-lV0c4GMiTjk9ruJw12aXH8wB9S-lIY2NydrEVymES6ANi0z45UQa_mY94VJYPFNnhZuC0RIFe4hS6CZS9muXpmPUWQE1Ku01LCB94OBh4pS3Qs.QcbN55yaIHEB7Wxmsl9HAnZZOOz1kumLBehL_sfJO7I&dib_tag=se&keywords=western+party+props&qid=1738085621&sprefix=western+party+props%2Caps%2C233&sr=8-2-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&psc=1

	Helium Canister
	36.94
	N/A
	https://www.partyrama.co.uk/disposable-helium-gas-cylinder-50-balloon-cylinder-single/ 

	Helium Canister Alternative
	N/A
	43.99
	https://www.amazon.co.uk/Helium-King-Large-Gas-Cylinder/dp/B01H69OP0I/ref=sr_1_5?dib=eyJ2IjoiMSJ9.jDVcfwRWEH4Tpv2hmersBcxF421j-H0JUweBeOAhXnY_1Dg-Ko1pmK_tyn6GIj_4icNhp6DvrnX9p_HzuNLlbVrnLaimG9RBl56Pelaj1Me62F5Cm32o64lmthqbZ0lvQ-O0gVg8RMWEv5Z1KFTvS29--wkjdJRt3RXokJg6_fwkZVU0eOeCgJpkGdzyAqGLb6MSpwF_GaWNPVPnqhAPomhQORA54F5YxYdkFne_MF1RAsoCqxgTCtA3uMoVQF_zcchXiqmy3iE4wv1jEwYD8jVObKrAwVd2nhUkCFBoa6nD7LbiZCD8NAvCaRn9hnsRndYx4sE8vAh6L5nECnoHValQzYsQrgWKreG_elWRYzTNJS0PDu0teG4B8AFdUbhxX3KZtWG51lAUTywMdC3KVQTY0Gi9HzezhCInVQNeBxiXrheXne_v0RmuIiI2GOQs.wlccr6nTsQtNw-f8qRuslHY2cSivCVtm8EyGSzuK28s&dib_tag=se&keywords=helium%2Bballoon&qid=1738086224&sr=8-5&th=1

	Total
	141.61
	184.29
	



G - This is the table for the staffing costs, which were the DJ. 
	Details
	Minimum Cost (£)
	Maximum Cost (£)
	Link

	DJ Hire (4 hours)
	140
	N/A
	Price found via a contact of Jacqui’s and agreed through WhatsApp

	DJ Hire Alternative (4 hours)
	N/A
	410
	https://www.pendragonentertainments.co.uk/mobile-dj?https://www.pendragonentertainments.co.uk/mobile-dj&gad_source=1&gclid=EAIaIQobChMI8L_2yf-YiwMVnZRQBh3d0jWwEAAYAiAAEgK2hfD_BwE

	Total
	140
	410
	



H - This is the table for security costings. 
	Details
	Minimum Cost (£)
	Maximum Cost (£)
	Link

	Security Hire (x2 for 4 hours)
	100
	N/A
	https://www.payscale.com/research/UK/Job=Bouncer/Hourly_Rate 

	Security Hire Alternative (x2 for 4 hours)
	N/A
	152
	https://www.stonewallsecurity.co.uk/event-security-prices/ 

	Total
	100
	152
	



I - This is the table of costings for food.  The costs ended up working out to either 81p or £1.19 for each respective option. These costs, however, were used as an estimate and are subject to change from the actual.
	Details
	Minimum Cost (£)
	Maximum Cost (£)
	Link

	Beef Patty (x8 pack of 10)
	40.00
	N/A
	https://www.iceland.co.uk/p/stateside-diner-10-quarter-pounders-1.135kg/51018.html 

	Beef Patty (x20 pack of 4)
	N/A
	53.80
	https://www.tesco.com/groceries/en-GB/products/253609248 

	Vegetarian Patty Alternative (x3 pack of 8)
	6.75
	N/A
	https://www.tesco.com/groceries/en-GB/products/307760413 

	Vegetarian Patty (x10 pack of 2)
	N/A
	20.00
	https://www.tesco.com/groceries/en-GB/products/310132519 

	Buns Alternative (x9 pack of 12)
	18.00
	N/A
	https://www.iceland.co.uk/p/iceland-12-sliced-seeded-burger-buns/57971.html 

	Buns (x25 pack of 4)
	N/A
	22.50
	https://www.tesco.com/groceries/en-GB/products/251933448 

	Cheese Slices (x7 pack of 15)
	5.81
	N/A
	https://www.tesco.com/groceries/en-GB/products/307760874 

	Cheese Slices Alternative (x10 pack of 10)
	N/A
	8.90
	https://www.tesco.com/groceries/en-GB/products/274219518 

	Lettuce (x5)
	4.45
	N/A
	https://www.tesco.com/groceries/en-GB/products/253557495 

	Lettuce Alternative (X5)
	N/A
	5.00
	https://www.iceland.co.uk/p/gilfresh-iceberg-lettuce-350g/103035.html 

	Ketchup (x2)
	2.70
	N/A
	https://www.tesco.com/groceries/en-GB/products/305831840 

	Ketchup Alternative (x2)
	N/A
	4.00
	https://www.iceland.co.uk/p/absolutely-saucesome!-tomato-ketchup-1-litre/102435.html#reviews 

	BBQ Sauce (x4)
	3.24
	N/A
	https://www.tesco.com/groceries/en-GB/products/305833629 

	BBQ Sauce Alternative (x2)
	N/A
	4.00
	https://www.iceland.co.uk/p/absolutely-saucesome!-barbeque-sauce-1-litre/102436.html 

	Total
	80.95
	118.20
	



J - This is the table for the cocktail costings. 
	Details
	Minimum Cost (£)
	Maximum Cost (£)
	Link

	Whiskey (x2 of 1 liter)
	37.50
	N/A
	https://www.tesco.com/groceries/en-GB/products/255247790 

	Whiskey Alternative (x2 of 1 liter)
	N/A
	72.00
	https://www.sainsburys.co.uk/gol-ui/product/jack-daniels-1l 

	Vodka (x2 of 1 liter)
	35.50 
	N/A
	https://www.tesco.com/groceries/en-GB/products/255248875 

	Vodka Alternative (x2 of 1 liter)
	N/A
	47.00
	https://www.sainsburys.co.uk/gol-ui/product/jj-whitley-artisanal-vodka-1l 

	Rum (x2 of 1 liter)
	35.50
	N/A
	https://www.tesco.com/groceries/en-GB/products/255249160 

	Rum Alternative (x2 of 1 liter)
	N/A
	51.00
	https://www.sainsburys.co.uk/gol-ui/product/lambs-navy-rum-1l 

	Gin (x2 of 1 liter)
	35.50
	N/A
	https://www.tesco.com/groceries/en-GB/products/253472387 

	Gin Alternative (x2 of 1 liter)
	N/A
	46.00
	https://www.sainsburys.co.uk/gol-ui/product/jj-whitley-london-dry-gin-1l 

	Tequila (x3 of 50cl)
	41.97
	N/A
	https://www.tesco.com/groceries/en-GB/products/251554766 

	Tequila Alternative (x2 of 70cl)
	N/A
	54.00
	https://www.sainsburys.co.uk/gol-ui/product/olmeca-altos-100-agave-plata-tequila-70cl 

	Orange Liqueur (x3 of 35cl)
	27.30
	N/A
	https://www.sainsburys.co.uk/gol-ui/product/triple-sec-35cl 

	Orange Liqueur Alternative (x2 of 50cl)
	N/A
	38.00
	http://sainsburys.co.uk/gol-ui/product/cointreau-liqueur-50cl 

	Bitters 
	11.25
	N/A
	https://www.sainsburys.co.uk/gol-ui/product/angostura-bitters-20cl 

	Bitters Alternative 
	N/A
	11.29
	https://www.tesco.com/groceries/en-GB/products/325365519 

	Cranberry Juice (x3 of 1 liter)
	5.70
	N/A
	https://www.sainsburys.co.uk/gol-ui/product/ocean-spray-cranberry-classic-1l 

	Cranberry Juice Alternative (x4 of 1 liter)
	N/A
	6.00
	https://www.tesco.com/groceries/en-GB/products/254668811 

	Coca Cola (x2 of 1.25 liter)
	4.00
	N/A
	https://www.sainsburys.co.uk/gol-ui/product/coca-cola-original-taste-125l 

	Coca Cola Alternative (x2 of 1.75 liter)
	N/A
	4.98
	https://www.tesco.com/groceries/en-GB/products/282822189 

	Orange Juice (x4 of 1 liter)
	7.00
	N/A
	https://www.tesco.com/groceries/en-GB/products/254859516 

	Orange Juice Alternative (x4 of 1 liter)
	N/A
	7.20
	https://www.sainsburys.co.uk/gol-ui/product/sainsburys-pure-orange-juice-1l 

	Grenadine (x4 of 25cl)
	11.00
	N/A
	https://www.tesco.com/groceries/en-GB/products/313178558 

	Grenadine Alternative (x4 of 25cl)
	N/A
	13.80
	https://www.sainsburys.co.uk/gol-ui/product/monin-grenadine-syrup-25cl 

	Sparkling Water
	1.25
	N/A
	https://www.sainsburys.co.uk/gol-ui/product/highland-spring-sparkling-water-15l 

	Sparkling Water Alternative (x6 of 500ml)
	N/A
	1.40
	https://www.tesco.com/groceries/en-GB/products/252389954 

	Limes (x20)
	4.80 
	N/A
	https://www.sainsburys.co.uk/gol-ui/product/sainsburys-limes 

	Limes Alternative (x4 pack of 5)
	N/A
	5.16
	https://www.tesco.com/groceries/en-GB/products/265891385 

	Oranges (x4 pack of 5)
	6.00
	N/A
	https://www.tesco.com/groceries/en-GB/products/288136888 

	Oranges Alternative (x5 pack of 4)
	N/A
	10.00
	https://www.sainsburys.co.uk/gol-ui/product/sainsburys-oranges-large-x4 

	Ice (x3 of 2kg)
	3.75
	N/A
	https://www.tesco.com/groceries/en-GB/products/267797160 

	Ice Alternative (x3 of 2kg)
	N/A
	4.05
	https://www.sainsburys.co.uk/gol-ui/product/the-ice-co-ice-cubes-2kg 

	Total
	268.02
	371.88
	



K - This is the risk analysis sheet for the event. This describes the level of risk for each potential outcome based upon its likelihood and severity, it also includes the precautions both existing and that could be further taken to ensure these risks are removed or mitigated. 
	Risk
	To whom
	A = Outcome severity
	B = Likelihood
	Level of Risk (I.e. AxB)
	Existing Precautions
	Further Action
	Who Is Responsible

	Fire
	Everyone
	5
	1
	5
	Fire extinguishers, sprinkler system, fire alarms
	Briefings, evacuation procedures (clear exits and organization points)
	Event Host (Riley) & Safety Co-Ordinator (Jayden)

	Choking & Medical Emergencies
	Attendees
	5
	1
	5
	First aid training, emergency procedures
	Have 999 on standby, have someone CPR capable on-site
	Security Lead (Charlie) & Safety Co-Ordinator (Jayden)

	Alcohol Incidents
	Attendees
	4
	3
	12
	Challenge25, staff training, turn away policy
	Water stations, non-alcoholic options
	Food & Cocktails Lead (Elijah) & Safety Co-Ordinator (Jayden)

	Food Safety & Allergens
	Attendees
	4
	2
	8
	Storage procedures, hygiene policies, staff training
	Emergency procedures, food labelling
	Food & Cocktails Lead (Elijah) & Safety Co-Ordinator (Jayden)

	Activity Injuries
	Attendees
	3
	3
	9
	Supervision, clear rules
	Protections (No entering line of fire, etc.), equipment checks
	Event Host (Riley) & Safety Co-Ordinator (Jayden)

	Supply Issues
	Staff & Venue
	3
	4
	12
	Stock checks, ticket sale monitoring
	Stock monitoring, contingency plans (have someone do a supply run)
	Food & Cocktails Lead (Elijah) & Safety Co-Ordinator (Jayden)

	Decoration Issues
	Everyone
	3
	2
	6
	Health & safety guidelines
	Ensure proper rigging/securing, clear pathways
	Decorations Assist (Tao) & Safety Co-Ordinator (Jayden)

	Equipment Issues
	Staff & Venue
	3
	2
	6
	Sound checks, equipment checks
	Clear communication with dj, back-up equipment/contingencies, avoid tripping hazards (taping down cables)
	Event Host (Riley) & Safety Co-Ordinator (Jayden)

	Crowd Control
	Everyone
	2
	4
	8
	Security staff, ticket scanning
	Maintaining guest flow (create clear space for movement), instate capacity limits
	Security Lead (Charlie) & Safety Co-Ordinator (Jayden)

	Weather
	Everyone
	1
	2
	2
	Indoor event
	Monitor weather broadcast, put out warning email
	Security Lead (Charlie) & Safety Co-Ordinator (Jayden)

	Theft or Loss of Personal Items
	Everyone
	1
	2
	2
	Monitoring in the clean-up
	Organize a lost and found, maintain communications with attendees
	Security Lead (Charlie) & Safety Co-Ordinator (Jayden)

	Noise Issues
	Staff & Venue
	1
	1
	1
	Noise laws, commercial zonings
	Sound limits with DJ, monitor for complaints, venue communications
	Event Host (Riley) & Safety Co-Ordinator (Jayden)
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