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Module: Starting and Running the Business
1. Write a business plan for your business, which you have started with an investment of £30,000. Your company deals with the management of medium sized social events i.e. weddings, birthday parties etc.

The business plan must include;

a) Business name

b) Complete business description for your business

c) Description of the services you offer

d) Complete primary and secondary analysis of the industry, market trends, market demands and competition.

e) Marketing plan including advertisement methods for your business

f) Details of your business legal requirements

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

Answer:

Executive Summary: 

House of Zibah, the Qatar’s leading bespoke Event Planning and Management Specialists, offers a fresh breath of air in the event planning market in the country as well as the entire region. 
Started in 2009, with a seed capital £30,000, the company has since then into a multi-faced and dynamic event planning and management outfit.

At House of Zibah, our time-tested values of going the extra mile aside from delivering quality results by using the latest technology available in the market, including cutting edge event-planning software sets us apart from the rest.

House of Zibah is poised to continue to lead the market through it commitments at providing the same quality results every time.

For us at House of Zibah, we pride ourselves as an equal opportunity one-stop event planning and management company making its expertise and its products available to help its customers plan their own events.  We provide a complete event management solution from the pre-planning stages to the post event round-up.

House of Zibah’s Products and Services

Aside from providing a complete event planning and managing solutions, House of Zibah also offer products to aid our customers in planning the event themselves. The following products are tools used inside our operation for the best possible results:

Party Pack: The Party Pack is a complete kit for any party. It includes decorations, lighting effects guide, disposable theme cameras, cutlery, plates, napkins, cups, punch mix (or recipe), snack supplies (or recipe), tablecloths, theme music (where applicable), invitations, thank-you cards, and a step-by-step guide to planning, putting together,and hosting the event.

Step-by-Step Guides: These booklets include a calendar to map out the event, a step-by-step guide on what is needed for and how to put together a successful, worry-free event, resource information, popular refreshments with recipes, games, and tips to put their event in the record books. The events available include birthdays for all ages, meetings, retreats, parties, vacations, and special occasion celebrations such as graduations, holidays, showers, weddings, and receptions.

Event Planning Software: Due to be released in March this year, this cutting-edge tool will allow the client all the resources and visual aids for their event planning. They will be able to play with decoration themes, listen to theme music, design invitations, thank-you cards, and RSVP cards, use the interactive planning calendar, and much more. This software will bring their event into the millennium with cutting edge technology that is designed to save time and money.

The events we help plan and undertake includes:
a. Meetings, Trainings, and Retreats.
b. Conferences and Workshops.
c. Birthdays, Anniversaries, Graduations and Holidays.
d. Weddings, Receptions, and Showers.
e. Company picnics, banquets, and award ceremonies among others.

Market Analysis Summary

The breakdown of the market for event planning, falls in a wide, very diverse grouping. Individuals as well as organizations demand the services that House of Zibah provide.

In order to provide the greatest depth of information, the market segments have been broken down into private and public organizations, and age groups.

Private Organizations and Businesses

Private organizations make up the single largest portion of House of Zibah’ client base. Private organizations such as businesses, corporations, and political parties host the most events on the largest scales, therefore, these events generate larger revenues per event.

The majority of larger scale holiday functions will fall under this segment.

Public Organizations

Government agencies host many events every year. House of Zibah hopes to alleviate the pressure of event planning for public employees.

The second single largest segment, the public sector, can save money and give back to its community at the same time. These events are moderate in scale with middle to low revenues generated. Emphasis is placed on the visibility of the event for public viewing. The majority of organizational family functions will fall under this segment.

Age Breakdowns

Under 24: Persons under the age of twenty-four (24) using an event planner are rare at best. We hope to tap the early college graduates who have begun their professional careers but have not yet started their families.

These events will focus mainly on themes with moderate to high energy appeal. The revenues generated will range from moderate to high, depending on the event. The majority of weddings will fall into this segment.

Ages 25-55: The persons that fall into this age group are employed, middle to upper-middle class families. The reason they choose event planners is they are too busy to do it themselves. Therefore, House of Zibah will be on hand for questions, contact will be moderate in length but occur regularly so as not to disturb the daily life of the families.

These events will generate moderate revenues, with a few generating low revenues. The majority of special occasion planning will occur in this market segment.

Ages 56 and above: Persons over the age of 55 have reached the turning point of life. Many are retiring, others are celebrating anniversaries of significant years, and still others are seeing that their children’s special events are taken care of.

These events will generate moderate to high revenues depending upon the income level of the family (direct correlation to social status). Most holiday parties, and other special occasions, such as wedding receptions and reunions, will occur in this market segment.

Other

This segment has no direct information to compile for a description. It consists of any event planned that does not fit into one of the above categories.
Marketing plan for House of Zibah

House of Zibah shall purse an aggressive and well researched marketing approach using the time-tested marketing mix. Great emphasis will be on providing the most quality service that offers the highest customer satisfaction thereby helping to further project us by way of referrals.

Aside from these, we shall make good use of the social media, Facebook, Twitter, Instagram as well as placement of billboards and distribution of fliers to further spread the good works we are doing at House of Zibah.

Details of House of Zibah business legal requirements

As required by law, House of Zibah is a registered entity with the Ministry of Trade and Business of Qatar and we are equally registered with the Qatar Tourism Authority (QTA), the coordinating body for the tourism, hospitality and events management industry in the country.
Projected profit and loss forecast for the next 12 months.

With the boom in the hospitality sector as well as Qatar turning into a major sporting hub, the future forecast looks bright for House of Zibah.

With the projected aim of hosting at least two major events on a monthly basis (based on tenders submitted and won), House of Zibah is expected to generate a conservative estimate of $65,000 in monthly revenue with a PBT of $20,000 monthly.

Q.2. Prepare an event management plan for a sports event being held at the stadium. Some 20,000 people are expected to attend?

Answer:

Event management plan for the football match between Al Rayyan FC and 
Al Sadd FC holding on Saturday January 16, 2016.
Event overview

Al Rayyan and Al Sadd are the two leading football clubs in Qatar. The local derby is always a well-attended event with a minimum of 20,000 in crowd attendance. This year, the match is taking place at the prestigious Khalifa International Stadium with a seating capacity of 25,000.

VIPs including the Deputy Emir is expected to attend the event alongside other dignitaries. 

The total duration of the event, inclusive of pre-match and post-match activities, is four hours.

Gates shall be opened at 12.30pm for pre-match events, while all activities are expected by end by 4:30pm. The match is expected to kick-off by 2:15pm.
Licence and application checklist
	Checklist
	Yes
	No
	N/A

	Event Notification Form (ENF)
	X FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Road Closure Application
	X FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Temporary Event Notice (TEN)
	X FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Stadium Usage Permission
	X FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	VIP Escort Services
	X FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Key event management contacts

	Name
	Role
	Responsibility
	Contact Details

	Samuel Rico
	Event Manager
	General coordinator of the event.
	2222222

	Tunde Alonge
	Production Coordinator
	All event infrastructure, ordering, delivery timings etc
	3236322

	Shabah Abdullah
	Volunteer Coordinator
	Volunteer recruitment, training and event day management
	4125632

	Tara Maneesh
	Steward & Stadium  Coordinator


	Recruitment, training and event day management
	1236324

	Shubrhan Alkali
	Health and Safety Officer
	Risk assessments, legal compliance, fire points, site inspections, first aid provision
	23694563

	Solomon Akbar
	Welfare 
	Toilets and wash facilities
	21363978

	Akin Bultaer
	Protocol Officer and VIPs liaison coordinator 
	Responsible for handling all protocols and VIPs relations 
	25636981

	Nigraj Naydu
	Chief Security Officer
	Responsible for coordinating the security of the event in partnership with the police and other law enforcement agencies
	567747194


Key event contacts – other

	Stadium Management

	Organisation
	Contact
	Service
	Contact details
	Notes

	Khalifa Stadium Management
	Mr. Akbar Shuf
	Provide event venue
	ddd@khalifa.com
	

	Authorities (fire, police, first aid etc)

	Organisation
	Contact
	Service
	Contact details
	Notes

	Qatar Police
	Capt. Saheed Abdullah
	On call
	1214563
	

	Attractions, artists and entertainment and Catering

	Organisation
	Contact
	Service
	Contact details
	Notes

	Superstar Entertainment
	Mrs Alison Super
	Pre and post-match Guest Artistes. Catering Services
	superstar@super.net
	


Additional Staffing
	There will be a need for other support services e.g. ushers, ball boys and stadium wardens. To save cost, House of Zibah staff will provide these services.



Organisational structure
	Emergency services – Police, Fire, Ambulance, Coastguard

	
	
	Event manager
	
	

	Security manager
	Safety manager
	Production manager
	Artist manager
	Volunteer manager

	Security staff
	
	Production staff
	Stage manager
	Volunteers

	Stewards
	
	Crew
	Stage crew
	


Programme Schedule

	Schedule event – Pre-Match Entertainment 

	Date
	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete

	Jan. 16
	Pick-up Star Artiste

	11:45am
	12 noon
	Car + Tunde Alonge
	Tunde shall arrive to pick the artiste in his hotel.
	Mercedes Benz CLK 500 to be used in picking him
	

	Jan 16
	Pre-event entertainment starts
	12:30pm
	2:00pm
	Artiste
	
	
	

	Schedule event – Football Match

	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete

	Football match starts
	2:15pm
	4:00pm
	Event Coordinator
	All staff and supporting staff must be on durty
	All staff and support staff on duty 
	

	Schedule event – Postmatch  event

	Date
	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete

	
	Lottery prizes, awards etc

	4:00pm
	4:30pm
	Event coordinator and Production coordinator
	Ensure the success of the lottery draw for fans and participants
	
	


b) Produce a site design showing temporary site entrances and exits, parking, food stalls (adjutant to the stadium), information centre, first aid posts and toilets for the above event.

Answer: 

A sample of a stadium design.
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