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BUSINESS PLAN

Business name:  MUDDY’S EVENTS & ENTERTAINMENT
Contact Information:   PLOT 2704, DAVID KAUNDA ROAD,
                                   P.O. BOX 511202, 
                                   CHIPATA,
                                    ZAMBIA
TEL: +260 977676067,
FAX:  +260 22775234
E-MAIL: muddysevents@yahoo.com
15  FEBRUARY 2015
Description of the business:
Muddys Event  and Entertainment Planning and Management services is a local enterprises registered in Zambia and the companies act. The company is specializes in planning, organizing, implementing and management of social events. It has added another emerging portfolio; planning and managing traditional cultural ceremonies such as the N’cwala of the Ngoni people, kulamba of the Chewa and  Mikula ya Miza of the Lunda people of Northwestern Province in Zambia.
The company has a full flanged unit with musical instruments including traditional drums. The unit provides entertainment on clients’ request.
The company started with two staff providing services in organizing birthday events for children. Now the company has formalized the business with the injection of £30,000. It has recruited eight (8) full time staff providing planning and management services to a wide range of social events that include weddings, birthday parties and traditional ceremonies including trade and agricultural shows at provincial level by the end of 2016.
The company is directing its effort to extend its services to the whole country. Therefor the goal, the mission and the objectives of the company are as follows:
Goal: Become the center of excellence in Event planning and entertainment           business in Zambia
Mission:  Thrive and position itself as a leader in providing Events planning and Management services, while creating demand and access to customized, affordable and quality social event planning management services, particularly in the following areas: Weddings, birthday parties and cultural traditional ceremonies in Zambia.
Objectives:
· Provide indoor and outdoor social event planning and management services in Zambia
· Provide consultancy services and training in social event management on request.
· Remain viable and relevant to social event planning and management industry in Zambia.
Description of the service:
Muddy’s Event Planning and entertainment company is located in Chipata District the business administrative center of Eastern Province in Zambia.
The company has acquired its own office accommodation and spends K500 (£50) per annum for local council ground rates and another K5,100 (£510) for maintenance of the building.
It also owns two motor vehicles, a Mobile van for outdoor event and a sedan car for administration. The running, repair and maintenance both vehicles costs the company K5800 (£580) per year to manage
The company is registered in Zambia and has received various ethical and compliance assessment over the few years in operation. It is approved by the environmental and public health departments and it was awarded compliance certificates.
The company has 8 full time staff which is compensated as follows:
	S/N
	Position
	Wage per annum
	Category
	Qualification

	1
	Events  Manager
	K52,000 (£5,200)
	Executive
	Diploma Events Planning and Management

	2
	Operations officer
	K38,000 (£3,800)
	Executive
	Certificate in Entertainment

	3
	Administration and finance officer
	K38,000(£3,800) 
	Executive
	Certificate  accounts and Administration

	4
	Marketing office
	K26,000 (£2,600)
	Senior staff
	Certificate in marketing

	5
	Technical Officer
	K26,000(£2,600)
	Senior staff
	Certificate in artisanship and technology

	6
	Driver 1. (Vacant)
	K20,000 (£2,000)
	Other staff
	Ordinary driving license

	7
	Driver 2
	K24,000 (£2,400)
	Other staff
	PSV driving license

	8
	Office hand man
	K21,000 (£2,100)
	Other staff
	Not applicable.
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Analysis: Market trends, Market demand and competition:

There is a growing demand of the Western wedding and traditional ceremonies in the province and surrounding districts. On the average, two events occur in each month.
There is only one competitor in the province that just emerged. However there is still a large market to satisfy both organizations.

The market research also showed that many families and organization do not appreciate the value of hiring professional event management organization for fear of high prices. Muddy’s events & entertainment will ensure that the demand is created through marketing and competitive charges to attract the clients.

Marketing plan including advertising methods:
The Event Name: Social Events; Weddings, Traditonal ceremonies and Birthday parties.

Target audience:  Marrying couples, Traditional ceremony councils, Business  Executives families

Objectives: At the end of marketing strategy the following number of                   
business executive must procure the social event planning and management services from the organization:

50 business executives families
5 Traditional ceremony councils
20 Marrying couples
5 from outside the province     

Competition:

Under the direction of event planner, the organization will conduct a market research in the province to find out who else is or will be offering service so that we identify risks that should be work-on and use the information gathered to  plan ahead of competitors.

Marketing Matrix:
Muddy’s  Event planning and Entertainment will use the 7Ps to market its products

· Product:  
Invite two satisfied clients/customers to give testimony to potential clients about the good products the company is offering. This can be done at organized forum.
Package the product to include raffle and awards for clients and customized services as well as discounts on conditions.
Customize Invitation cards as part of the package.
Venue and accommodation can be arranged on request

· Price: 
Provide a discount to customers introduced by satisfied clients and returning clients.

· Place: 
Negotiate a discount with hotels and lodges on hire of conferences—pass these discounts to clients.

Venue will be a hotel with conference room with  various capacities.
Should easily be accessible and sensitive to people with disabilities


· Promotion: 
Send e-mails to target audience to inform them of the products and benefits.
Advertise on the web and discuss it on electronic media and social media. Also use print media. Advertise at least once or twice per week.

· People:
Staff will visit and telephone target audience and encourage them to sale the service.

· Process for each event

Develop a schedule of activities of the process
Ensure all legal requirements are in place and planned for
Meetings with all staff involved to be held regularly to share roles and responsibilities and review progress.
Design branded invitation cards/letter of invitations..
Determine the quality of service expected and discuss with hotel managers
Promote the event using different media including print media
Monitor progress of the process and record lessons learnt

· Physical evidence: 

Fix a burner at venue of event venue depicting the theme of the Event at stregic positions.
Brochures and information sheets must be printed
Materials and letters to be branded or headed in company logo and colours.


Marketing/Promotion methods:
Staff will engage companies and their chief executive and target audience on one on one discussion.
Post details of  services on web and social media
Use radio and TV
Print and distribute brochures to target audience explaining the benefits to companies and individuals for attending the workshop\



Resources
Staff
Transport
venue
Time
Promotion materials
Finances
Workshop material-Writing Pads, pen, folders and stationary
Speakers

f) Details of business legal requirements.

The Company will be registered under the company and patents Act as sole business. 
We need to obtain a permit from the local council to operate an event management and catering business. It will also register with workman compensation commission to cover employees from accidents and it will be certified by the environmental and public health office for compliance to public health regulation. A fire inspection and safety certificate will be obtained for each event. 

g) Projected profit and loss forecast for the next 12 months.
	
	Months

	Months
	1
	2
	 3
	4
	5
	6
	7
	8
	 9
	10
	11
	12

	Income (£)
	
	
	
	
	
	
	
	
	
	
	
	

	Direct Event Services 
	4,800
	5,100
	4,000
	4,800
	4,800
	4,800
	5,200
	4,800
	5,600
	4,800
	4,800
	5,800

	Consultancy Fees
	1,200
	1,400
	1,200
	1,000
	800
	1,200
	1,200
	1,200
	1,200
	1,200
	1,200
	1,800

	Gross profit 
	5,800
	6,500
	6,200
	5,800
	5,600
	6,000
	6,400
	6,000
	6,200
	6,000
	6,000
	7,600

	
	
	
	
	
	
	
	
	
	
	
	
	

	Expenses
	
	
	
	
	
	
	
	
	
	
	
	

	Legal fees
	80
	80
	80
	80
	80
	80
	80
	80
	80
	80
	80
	80

	Advertising
	170
	170
	170
	170
	170
	175
	175
	175
	175
	175
	175
	175

	Electricity
	30
	30
	30
	30
	30
	32
	32
	32
	32
	32
	32
	32

	Water
	23
	23
	23
	23
	23
	25
	25
	25
	25
	25
	25
	25

	Fuel
	150
	150
	150
	150
	150
	155
	155
	155
	155
	155
	155
	155

	Insurance
	50
	50
	50
	50
	50
	52
	52
	52
	52
	52
	52
	52

	Permanent staff salary
	1,750
	1,750
	1,750
	1,750
	1,750
	1,950
	1,950
	1,950
	1,950
	1,950
	1,950
	1,950

	Hire staff payments
	600
	600
	600
	600
	600
	605
	605
	605
	605
	605
	605
	605

	Garbage Collection
	10
	10
	10
	10
	10
	10
	10
	12
	12
	12
	12
	12

	Postage
	5
	5
	5
	5
	5
	5
	6
	6
	6
	6
	6
	6

	Printing and stationary
	100
	100
	100
	100
	100
	100
	102
	102
	102
	102
	102
	102

	Interest bank charges
	15
	15
	15
	15
	15
	15
	16
	16
	16
	16
	16
	16

	Fire, health and safety bills.
	100
	100
	100
	100
	100
	100
	102
	102
	102
	102
	102
	102

	Hire of equipments
	150
	150
	150
	150
	150
	155
	155
	155
	155
	155
	155
	155

	Vehicle maintenance
	180
	180
	180
	180
	180
	180
	185
	185
	185
	185
	185
	185

	Ground rate rentals
	50
	50
	50
	50
	50
	52
	52
	52
	52
	52
	52
	52

	Building maintenance
	30
	30
	30
	30
	30
	30
	35
	35
	35
	35
	35
	35

	Other expenses
	50
	50
	50
	50
	50
	50
	45
	45
	45
	45
	45
	45

	Total expenditure
	3,543
	3,543
	3,543
	3,543
	3,543
	3,543
	3,787
	3,787
	3,787
	3,787
	3,787
	3,787

	Net Profit (total income less expenditure)
	2,257
	2,957
	2,657
	2,257
	2,057
	2,457
	2,613
	1,211
	2,411
	2,211
	2,211
	3,811





Q.2.

Event Management plan for a foot-ball match Targeting 20,000 People

Name of Event: Zambia schools provincial Soccer final tournament.
Purpose and type of the event:  Organize Eight (8) prequalifying and One (I) final foot-ball match for schools in Eastern Province.

1.0 Event Details

The pre-qualifying and final provincial football match is an event organized to conclude a provincial school league, and determine the final.
The event involves eight qualifying teams who eliminate each other until two teams play the final to determine the provincial champion.

The event will be played at a local stadium as an outdoor event. 

2.0 Description of the event

Responsible person: The event manger shall be an overall responsible person for the event.

While the Ministry of education, Eastern province provincial offices and the Ministry of youth and sports are clients.
The final provincial football match is an event organized by the ministry of youth and sports to conclude a provincial school league, and determine the best school team in the province.
The event involves eight qualifying teams who eliminate each other until two teams play the final to determine the provincial champion.
The elimination matches of all eight (8) teams will be played on Saturday the 14 February 2014, beginning at 10:00HRS (10 AM). The following day, 16th February 2014, a match to determine the third and fourth place will be played before the final which is schedule for 16:00hrs (4 PM) on the same day.
The deputy minister of Eastern province will be the guest of honour and he will grace the occasion.
All football matches will be played at David Kaunda stadium in Chipata district, Eastern Province. The tournament will take two days.
More than 20,000 spectators are expected to attend the event.

 Police Contact

The police will be contacted by 22 December 2014 (6 weeks before the event). The police representative will be involved in consultation and briefing meetings.
  
Public Liability 

Comprehensive insurance to cover equipment property, possible public liability, indemnity, and volunteers, copyright and contractual claims will be obtained. A Register of Incidents and Subsequent Actions will be used to record incidents that occur before, during and after the event. 

Health & Safety Permits

 An evacuation process and emergency action plan will be written and shared with stakeholders and first aiders and the police.
 
Consultation Register 

A register of stakeholders to be consulted will be developed and updated as need arises. This will be done 6 weeks before the event. Stakeholders will be engaged in brain storm on what permits all legal requirement are necessary.
 
Planning Meetings 
A series of planning meetings will be conducted with the key stakeholders (coaches, sports masters, ministry of sports officials) well in advance of the event to allow sufficient time for any planning changes. 
 
Pre-event briefing will be conducted to inform stakeholders on the plan and other emerging issues that may occur.

The debriefing meeting will be held with the key stakeholders after the event as a way of feedback on attendance, health and security, and result of the evaluation.
 
Site Plan 
A site plan will be developed and used as part of the planning tool.

Promotion & ticketing 

The company will use a marketing mix involving 7 elements commonly  referred to as a “P” in marketing  the event as follows:

1 Product: The product will be packaged and branded to reflect the clients colurs and logos.
2 Pricing: The price for entry and associated product must be competitive and able to generate profit.
3 Place: The event will take place at David Kaunda sports complex, with a football arena of 30,000 seats and is easily accessible.
4 Promotion: Providing information about the product is critical in marketing     
especially for new clients. The target group needs to be made aware of the existence and availability of the product or the event through promotion. Successful promotion helps a firm to spread costs over a larger output.

5 People: People (stakeholders) will be engaged as producers or consumers of the service to participate in marketing the sports event as they interact and allow the people judge the quality of the service.

6 Process: The event will have a time schedule of organization that includes marketing and ticketing. The event will be accessible to the audience and the process will ensure that the best quality is provided.


7 Physical evidence: Information about the match will be published using different modalities and as follows:
· Produce posters and bill boards with promotional messages and showing pictures of notable players and all teams.
· Display theme on all promotional materials such through print such as brochures, pamphlets to achieve profound impact on quality.

· Start planning for the event y 6 weeks before.
· Confirm the dates
· Start advertising 6 weeks before the matches begin.
· Draw up the guest list; confirm the dates with the guest speaker plan for sitting arrangement of main gusts.

Signage
Clear and appropriate signage will be positioned to direct patrons to parking, entrance conditions, first aid services, toilet facilities, information center and other service areas.
Signage will be place beginning from main routes; train stations and bus stops up until the Venue.
Signage will be in National reflective colours and visible enough to be seen from a distance and at night.


Transport
A range of transport option (railway and busses) from all districts to the event venue will be arranged. A transport plan will be developed and shared with the police and the local council as well as the road traffic and safety agency.

Information Center and communication 

The event venue will have a communication and information center which will be well-publicized and managed by qualified staff. It will be supported by 3 satellite communication centers which will be equipped with mega phone, telephone and internet services and display panels and monitors reflecting schedule of activities. The information centers will distribute programs and other literature relevant to the event. 

Food and Water
A minimum of  80 food outlets will be established and managed by contracted vendors for high-quality, affordable and accessible food and water.


Lighting and Power 
Each entry and exit will have adequate lighting including corridors and aisles. A stand by generator will be onsite in case of electricity power failure. 
  
Toilets 
Existing toilets are adequate and appropriate for marginalized populations such as disabled people, however, they will be kept clean and back-up water supply points will be establishes to ensure high hygiene standards. Stand by mobile toilets will be available in case of unforeseen circumstances
 
Entry and Exit Details 
4 entry and 4 exit points will be provided to prevent congestion and frustration and create a positive atmosphere for the event. Stewards will be allocated at exist and entry points to assist the patrons. 

First Aid and Medical services and emergency procedure.

There will be a provision of 10 first aid services canters and direct access for emergency ambulance and medical response services.
The emergency ambulance service company and the local hospital, will be engaged to provide direct access of the services.
The development of an effective evacuation process and emergency action plan will be done in consultation with the vendors to support the first aid and medical services.

Record Keeping 
The event manager will ensure that records are in good order and readily available as well as easily accessible. This record will be used among many things to write a report or evaluate the event. 
Records will be filed accordingly. This record will include documents such as: Permits, policies, correspondence, promotional material, tickets, contracts, accounts and records of meetings.
 
Evaluation: 

Using information collected from the Event records, a review will be conducted to determine whether the objectives of the event have been achieved.
The outcome of the evaluation and lessons learnt will document and the information will be used to improve future planning and management of future events.





SITE PLAN FOR A STADIUM

CAR PARK
CAR PARK
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