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Process 

Event Application Process 
What is the application process? 
There is a quick form you need to fill out to host an event during the festival, this can be 
found here: www.blackcountrybusinessfestival.com/apply. 
Before you submit your application, you will need to:  

1. Decide on your subject matter, subject and title. Make sure your event is
interesting and attractive to your audience. It can take any shape (see criteria).
Top tip! Think, ‘Would I attend this event? Does it sound interesting / exciting /
appealing?’

2. Audience – have a clear strategy about who your target audience is (this might
include a specific sector e.g. tourism businesses or particular level of employee or
manager for example. Top tip! Consider why they would go and what they might get
out of the event.

3. Decide on a date, time and duration of the event
Top tip! Make sure the event does not go on longer than necessary; consider when
would be the best time e.g. after work, early morning. Also, do some background
research to check that nothing else e.g. big industry events, are happening at the
same time.

4. Find and book a venue (NOTE: We advise not confirming your venue until your
application has been accepted and confirmed. Most venues will happily keep your
preferred date on hold until this time) See the venues section for further assistance.

5. Speakers Contact your intended presenters to check their availability and hold the
date in their diary.

6. Submit your application! www.blackcountrybusinessfestival.com/apply.

What happens once I have submitted my expression of interest? 
Once you have submitted your application it will start being processed and we will 
endeavour to get back to you within 14 days. You may be asked to supply more information. 

Once all confirmed, your event will be listed on the BCBF website ticketing system 
‘Ticketleap’ and tickets will be available for people to book. 
Please ensure you check your listing thoroughly once it has gone live! 

You can then start to promote your event! 

Can my event listing be amended once it has gone live? 
Yes it can. Please email hello@blackcountrybusinessfestival.com and we will happily make 
any amends. 

http://www.blackcountrybusinessfestival.com/apply
http://www.blackcountrybusinessfestival.com/apply
mailto:hello@blackcountrybusinessfestival.com
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Can I use my own ticketing system e.g. Eventbrite?  
The festival organisers do not permit the use of alternative ticketing systems. The reason 
for this is to allow an easy user experience for the attendee so multiple ticketing sites are 
not used. It also allows the festival organisers to have sight of the overall engagement, 
attendee numbers and data which are necessary for the final statistics and justification of 
the festival. 

What happens to the data? 
The data collected will be used in a number of ways*: 

1. Relevant event data is passed onto the event organisers, so they have a list of their
attendees and information to use to contact their attendees in advance of their
event

2. Data is used for festival statistics e.g. number of attendees, attendees from outside
the region

3. Data is used to keep attendees updated on festival news and invitations

*All data is collected and used in line with GDPR.

Ticketing System 
How do people book onto my event? 
Attendees should visit out ticketing site (the link will be provided once it is developed) to 
find their chosen event and complete the ‘registration’ process 

When attendees book for your event please note they can only book one ticket at a time. 
Additional attendees, colleagues will need to book individually. This also helps us to capture 
the data of all attendees to your events. 

How does the ticketing system work? 
Events can be found by date, or filtered by sector, area and if it is a featured event. 

When your event is set up we will ask you for the number of attendees/tickets available. 
The ticketing system will automatically become ‘full’ when these numbers are reached. If 
you wish to reduce or extend your numbers at any time, please do contact us. 

What if my event ‘sells out’? 
Unfortunately, the ticketing system cannot operate a waiting list, however if you are lucky 
enough to ‘sell out’ we can ask any interested attendees to email you directly or add your 
contact details to the top of your listing.  
You should also consider increasing your numbers to allow for any ‘no shows’ on the day. 



3 

Sales Reports 
There are two different sales reports that are sent to hosts prior to the Festival and their 
event. Further information will be sent when appropriate.  
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