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Guide to preparing a Business and Marketing Plan 

This document forms a guide to help applicants prepare a Business and Marketing Plan 

for your Event/Festival.  

Please note we will accept separate Business and Marketing Plans should 

organisations/applicants already have these documents. However documentation must be 

up-to-date (less than two years old) and follow the headings set out in the below plan.  

Please be aware that these are guidelines only and applicants should use them as they 

pertain to their organisation. 

Business Plan Guide 

1. Introduction  

Introduce your event in no more than one page with the following information: 

 Vision, mission and objectives  

Applicants must explain what your event/festival strives to achieve through detailed 

objectives and overarching mission statement and vision. Applicants must describe in 

detail what activities their event/festival will deliver and what future enhancements they 

intend to deliver longer term. 

• What will you do? (Your activities)   

Provide detail on the following:   

• What does the event/festival intend to offer its audience 

• What is unique about the event/festival; 

• Who is the event targeted at as its audience? 

• How do organisations intend to deliver the event? 

• How much does the organisation intend to charge for the event? 

•  

2. People   

In this section, applicants must provide detail on points such as:   

 What are the logistics around the event/festival to make it as easy to visit and 

navigate; 

 What staff will you have to help deliver the event – job titles and numbers; 

 What is your resourcing budget and does this cover what you intend to deliver; 

 What management arrangements are in place to ensure the smooth running of your 

event; 

 Will there be opportunities for the community/volunteers to get involved with the 

Event/Festival and if so, how? 

 How will you report on progress to your organisation or community council, in 

particular, how will you monitor actual income targets versus budget?   

 How will you encourage feedback from your attendees and staff on the ground? 

 What will you do to ensure that your event/festival is of a consistently high standard?   

 How will you ensure that your management committee has the necessary skills, time 

and resources to manage the event/festival?     
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3. Legal issues 

Insurance 

Consider what insurance you will require for your Event/Festival.  You might need public 

liability insurance or employer’s liability if you are going to employ someone and product 

liability of you are selling items to the public. You may also need other types of insurance for 

premises or large pieces of equipment.  Please note if applicants are unsure you must seek 

independent advice before the Event/Festival goes ahead. 

Legal structure   

Applicants must detail how their event/festival be structured legally in addition to what legal 

status does the organisation holding the event/festival have?   

Please note that in order to apply for the SEF Fund you must be: 

• A not for profit distribution organisation 

• Properly constituted; 

• You must have a bank account in the name of the organisation; 

 

Employment and Other Legislations   

Applicants must be aware and consider of all relevant employment legislation relating to 

resourcing their event/festival. There are also other permissions and licences to consider 

such as temporary traffic orders, landownership permission and an alcohol licence. 

Applicants must detail if these other licences and permissions are required and if they are in 

the process of being obtained.  

Should you be successful in your application for SEF funding towards your event or festival 

this does not replace the need to seek the relevant permissions or licences to run the event. 

It is your responsibility as the applicant to ensure that these are in place prior to the event. 

Please see below for online resources and tools to help you to determine the permissions 

and licences that are required: 

https://www.argyll-bute.gov.uk/events-guide  

https://www.argyll-bute.gov.uk/licences  

http://www.hse.gov.uk/event-safety/  

https://www.equalityhumanrights.com/en/advice-and-guidance/equality-law-voluntary-and-

community  

https://www.redcross.org.uk/first-aid/get-first-aid-cover-for-an-event  

http://www.sja.org.uk/sja/what-we-do/event-services.aspx  

http://www.eventscotland.org/development/event-planning/  

 

 

 

https://www.argyll-bute.gov.uk/events-guide
https://www.argyll-bute.gov.uk/licences
http://www.hse.gov.uk/event-safety/
https://www.equalityhumanrights.com/en/advice-and-guidance/equality-law-voluntary-and-community
https://www.equalityhumanrights.com/en/advice-and-guidance/equality-law-voluntary-and-community
https://www.redcross.org.uk/first-aid/get-first-aid-cover-for-an-event
http://www.sja.org.uk/sja/what-we-do/event-services.aspx
http://www.eventscotland.org/development/event-planning/


Business and Marketing Plan Guide   

 

4. Operational Issues and Risk 

Applicants must consider operational issues such as:  

•  Policies and procedures: are there any that applicants are required develop?  

•  Logistics: Where will you deliver your Event/Festival? Explain how you will 

identify and manage the health and safety risks inherent in your event/festival;     

• What Health and Safety policies and procedures does your organisation have in 

place/plan for the event? 

• How will you ensure that your event/festival comply with relevant Health and 

Safety regulations? 

• How will you ensure that staff are aware of and follow your Health and Safety 

policies and procedures? 

• How will the organisation carry out risk assessments for the event/festival and 

who will be responsible for doing this?  

Quality Assurance 

How will you identify and manage quality issues and ensure you will deliver a quality 

Event/Festival along with contingency plans for any issues and or complaints. 

 Policies, Systems and Procedures - how will you implement the relevant policies 

and systems you will need to put in place to deliver your Event/Festival? 

 Equal Opportunities Policies - how will you implement and document this in the 

workplace? 

 Environmental Principles - how will you put in place policy(ies) to ensure the 

Event/Festival is working towards a positive environmental impact? 

 PVG certificates.  Please visit the PVG site to ensure you are complying with current 

legislation:  https://www.mygov.scot/pvg-scheme/  

Please see more useful information at the following link:    

http://www.eventscotland.org/development/event-planning/  

5. Financial strategy   

Applicants must consider the following financial elements:   

 What is the organisations pricing structure/matrix? 

 How will you arrive at these prices?  If you will have different customer groups, with 

different prices, outline what you will charge each customer group; 

  If you do plan to serve different customer groups, estimate as best you can how 

much of your time you expect to dedicate to each customer group. 

  Have you considered all possible ways to generate income?  For example are there 

any additional products or merchandise you can sell to increase the amount of 

money you make from each sale? 

Other sources of income   

Organisations must consider thinking creatively and innovatively about other sources of 

income – either real or in-kind. Is there other match funding or grants that can be 

accessed? Would the organisation be in a position to access a small loan if required?  

 

https://www.mygov.scot/pvg-scheme/
http://www.eventscotland.org/development/event-planning/
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Your income projections in more detail   

As part of a general business plan, applicants will be required to prepare a Cash Flow 

Forecast, Profit and Loss Forecast and a Forecast Balance Sheet. Income Targets and 

anticipated profit must be detailed. 

Your Expenditure   

Where possible, applicants must base their projections on real figures – either from their own 

event/festival, or if something similar has been delivered before, from other similar events, or 

from quotes from suppliers.  It’s important to be as detailed as possible at this stage.  Try 

your best to be realistic – many struggle in the early days because they underestimated how 

much things would cost.  Explain how you’ve arrived at your figures too.       

What do your projections suggest?  Do they appear realistic?  Do they show that you have a 

realistic chance of developing an Event/Festival which is sustainable in the long term?  It is 

always useful to over-estimate costs and under-estimate sales at this stage to see if the 

event looks as if it is a viable entity with a chance of success. 

 Enhancing your event for the future 

Applicants must consider how their event/festival might grow in the future and also longer-

term, how the event/festival might become more sustainable.  If you are successful in your 

application to the SEF Fund Round 2 we will ask you to provide a socio-economic impact 

Assessment to demonstrate the value of your event/festival to the economy of Argyll and 

Bute.   

One of the ways in which you can understand how your event/festival might develop is to 

capture feedback from those who have attended the event/festival.  There are many ways in 

which applicants can do this, for example by asking questions of your visitors such as what 

they have and have not enjoyed. Applicants might also be interested in capturing data such 

as the number of visitors from out with the local area, for example from the rest of Scotland/ 

rest of UK/ Overseas. This might be helpful to you in demonstrating the impact of the event 

in attracting visitors to the area and may give a clear sign as to how to further grow the 

event. 

Applicants may also want to consider how they will adopt any learning from the event/festival 

for future Events and how you will disseminate this learning throughout your organisation 

and people.  

It will also be worthwhile considering how your Event/Festival adds value to the economy 

through its impact on the local community or the socio-economic impact it will have. You 

might look at how you can reduce inequalities of outcome, caused by socio-economic 

disadvantage.  Further information can be found at Fairer Scotland at 

http://www.improvementservice.org.uk/fairer-scotland-duty.html.  

 

 

 

 

 

 

http://www.improvementservice.org.uk/fairer-scotland-duty.html
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Marketing Plan Guide 

This section forms a guide to help you prepare a Marketing Plan for your Event/Festival.  

This includes your Market Research, SWOT Analysis, Marketing Objectives and Promotional 

Strategy. 

Please note that these are guidelines only and you should use them as they pertain to your 

organisation.   

1. SWOT Analysis 

Applicants must detail a Strengths, Weakness, Opportunity and Threat (SWOT) analysis to 

accurately demonstrate the organisations current situation. 

2. Market Research 

Applicants must carry out effective relevant Market Research is the most important basis 

for any business and marketing plan. Your market research will tell you all about your 

customers’ needs and wants, how much they will be prepared to pay for your event/festival 

and what is important to them.  Effective market research can show information about your 

customers’ purchasing habits. Think about including:  

Your market(s)   

• The size of your market – numbers of people, where they are based geographically 

 • Any recent/up-and-coming changes/trends in your marketplace 

 • Any current/up-and-coming opportunities in your marketplace   

Customers   

Applicants should estimate how many potential customers there are for your 

Event/Festival:   

• Numbers of potential customers and where they come from, i.e. are they locally based, 

regionally based (in other areas in Scotland) or from other countries in the UK?  Are they 

international customers?  

 • Relevant demographic information 

 • Any emerging behaviour that represents an opportunity for you   

Collaborators   

Who else is active in your event/festival market?  Who else has an interest in serving the 

people that you want to serve? Who does similar things, but in the area next door to yours?  

Sometimes it’s better to work with other businesses, to spread the risk, share expertise or 

pool potential customers.  Think about people you plan to work with – either in fully-fledged 

partnerships, or in looser collaborations – to help your event or festival to succeed.     

Turn your research into intelligence   

How will you turn this research into an Action Plan for your Event/Festival? In this section 

talk about what you’ve learnt from your research – and what you’re planning to do differently 

this year as a result.  For example there may be a particular niche that you’ll serve, 

something different that you will introduce, or a particular event/festival that you’ll offer.     
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3. Marketing Objectives and Promotional Strategy 

Applicants must take the time to detail quantifiable marketing objectives (4 or 5 objectives) 

and a promotional strategy which underpins the strategic goals of the organisation.  

Drilling down into further detail, applicants can use the marketing mix called the 4 P’s to 

detail there marketing tactics 

Product: The first of the Four Ps of marketing is product. A product can be either a 

tangible good or an intangible service that fulfills a need or want of consumers. 

Whether you sell custom pallets and wood products or provide luxury 

accommodations, it’s imperative that you have a clear grasp of exactly what 

your product is and what makes it unique before you can successfully market it. 

Price: Once a concrete understanding of the product offering is established we can 

start making some pricing decisions. Price determinations will impact profit 

margins, supply, demand and marketing strategy. Similar (in concept) 

products and brands may need to be positioned differently based on varying 

price points, while price elasticity considerations may influence our next two 

Ps. 

Promotion: Promotion looks at the many ways marketing agencies disseminate relevant 

product information to consumers and differentiate a particular product or 

service. Promotion includes elements like: advertising, public relations, social 

media marketing, email marketing, search engine marketing, video marketing 

and more. Each touch point must be supported by a well-positioned brand to 

truly maximize return on investment. 

Place: Often you will hear marketers saying that marketing is about putting the right 

product, at the right price, at the right place, at the right time. It’s critical then, 

to evaluate what the ideal locations are to convert potential clients into actual 

clients. Today, even in situations where the actual transaction doesn’t happen 

on the web, the initial place potential clients are engaged and converted is 

online. 

4. Digital Marketing Strategy  

As part of your marketing plan, applicants must consider a digital marketing strategy to 

identify appropriate digital platforms such as social media, website or email to 

communicate with target audiences for the event/festival. Digital incentives should be 

considered along with promotional offers which would potentially appeal to an online 

audience. Please note it is important to have a mixture of offline and online marketing 

activities to capture the widest audience for your event. 

5. Marketing Activity Timeline 

Applicants must consider a timeline to show how when marketing activities will be 

scheduled through the year to encourage maximum engagement. 

 

 

.   

 


