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Applying to host an event 
Now in its seventh year, the festival will take on a slightly different format to ensure only the highest 
quality of events are accepted into the program, thus enabling event organisers and attendees to get the 
most out of putting on an event and attending one. Please take note of the following steps of submitting 
your LBF 2021 event application form below. 
 
 
PROCESS: 
 
Step 1 – Submit application form via the LBF website. In addition to meeting at least TWO of the LBF 
criteria and objectives, this year we are introducing a weighting percentage point system against each 
application form. The LBF Team shall be scoring your application form, making sure your answers meet 
the LBF criteria, objectives and themes, as well as being clear, concise and detailed. You shall receive an 
automatic notification to advise you that we have received your application form and that you will hear 
back from us with a decision if your application has been successful within two weeks after the date of 
your submission. 
 
Step 2 – The LBF Team will review, mark and decide whether the information provided is sufficient and 
meets the LBF criteria, objectives and themes to be accepted into the programme.  
 
Step 3 – If your application is successful, the LBF Team will send you a notification email within two 
weeks of your submission with the Event Organisers handbook (this includes information on how to 
promote your event). At this stage you will need to confirm the date and time with your venue (if 
applicable) as well as your speakers.  
 
LBF Calendar of Events: Your event shall also appear in the LBF calendar, which will be live on the LBF 
website. Viewers will only be able to see the category of theme, time and date for your event. We will 
not be disclosing the title or the event organiser name until the official calendar of events is live, once the 
whole programme is complete, after applications close. This is to give event hosts applying for events an 
idea of time slots available during the two-week period, so as not clash with the same theme where 
possible. These will be added on a first come first served basis as the event applications are submitted 
and accepted. 
 
OR 
 
Step 3 – If your application falls short in terms of the new 
LBF criteria, objectives or themes, the LBF Team will be in touch to help you to revise it accordingly. 
 
Step 4 – Once the team have confirmed your event they will get to work on producing your event listing 
on our ticketing website and shall then send you the link to view your event before it goes live for ticket 
sales.   
 
Step 5 – Once your event is live on our ticketing website, approximately six weeks before the festival you 
shall receive a dropbox link via email which allows you to access the number of people who have booked 
your event. Approximately one month before the festival begins, you shall then start to receive an 
encrypted report that advises you of your attendee numbers, as well as their details (name, email and 
contact number). This shall be emailed once a week. 
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WEIGHTING POINT SYSTEM 
 
Title of the event – 10% 
The amount of detail and information about the event that has been provided -15% 
Whether the event meets at least TWO of the LBF criteria/objectives and how - 25% 
How well the event and topics covered reflect the theme - 25% 
The benefit businesses will gain out of attending this event - 25% 
 
Marked out of 100% 
 
Each application will be marked based on the above weighting system and given a mark out of 5 on each 
of the above points. Each section in the application must be completed in full for your application to be 
processed. Should you have an agenda and speakers at your event, we appreciate it may be too early to 
confirm these details, therefore we will allow an extension on this information to be submitted to us, 
should your application be successful. We will require these details to be sent to us no later than Friday 
20th August. 
 
70% + - All events that achieve 70% and above will be accepted into the LBF programme providing that 
each question has been answered in full.  
 
50% - 69% - Any events which score between 50% – 69% will be provisionally accepted with the condition 
of the event host providing the required missing detail/information from their application form. We shall 
hold your provisional event date/time slot, but any missing information must be provided prior to the 
final deadline of Friday 10th September. 
 
Less than 50% - Any event application scoring less than 50% will be declined from the LBF programme 
with a detailed explanation from the LBF Team, giving event hosts the opportunity to amend and re 
submit their application before the final application form deadline of Friday 10th September. If received 
after this date, the application will not be accepted. Unfortunately, your provisional event date and time 
slot will not be held for you. 
 
POINT SYSTEM – TO BE USED IN CONJUCTION WITH THE WEIGHTING PERCENTAGES ACROSS THE 
OVERALL APPLICATION FORM 
0 – Not completed 
1 – Insufficient information given with no specific details and/or no relevance to the theme/festival   
criteria/objectives. 
2 – Some information given, partially relevant to the theme/festival and/or criteria/objectives. 
3 – Reasonable amount of information provided, mostly relevant to the theme/festival and/or 
criteria/objectives. 
4 – Good amount of information provided, almost all relevant to the theme/festival and/or 
criteria/objectives. 
5 – Excellent amount of information provided, very detailed and all relevant to the theme/festival and/or 
criteria/objectives. 
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THINGS TO THINK ABOUT 
 
Before you submit your application form you will need to think about the below points:  

1. Decide on your subject, subject matter and title. Make sure your event is interesting and 
attractive to your audience. It can take any shape.  
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. If you are holding a digital/ 
hybrid event, you may want to shorten the length to keep you audience interacted and engaged. 

4. Find and book a venue NOTE: We advise not confirming your venue for your physical/hybrid 
event until your application has been confirmed. Most venues will happily keep your preferred 
date on hold until this time. See the venue partner webpage for further assistance on helping you 
find a suitable venue. 

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

6. Submit your application form before the deadline of Friday 10th September!  
 
LBF2021 CRITERIA & OBJECTIVES 
 
To meet the objectives of the Festival, every event should aim to meet at least two of the following 

criteria: 

 Benefit the local business community (such as opportunities to interact, engage, promote, share 

best practice, learn new skills and network). 

 Aim to increase economic growth and drive inward investment for the region. 

 Showcase what the Leicester & Leicestershire have to offer, demonstrating to the wider world 

the prominence within the region. 

 Strengthen ongoing partnerships or develop new collaborations between research and academic 

institutions, local authorities and businesses. 

 Help to increase employability and grow talent within the region, raise aspirations, cultivate 

future stars and show opportunities for progression. 

 Drive business engagement and cross-sector collaboration. 

 Have potential to attract interest from businesses/individuals from outside of the region, to 

cultivate a range of local, national and international links. 

 Focus on wider issues or controversial topics (for example new technologies, innovation, 

economic issues or address challenges facing the local economy, such as the pandemic). 

 Offer support and educate businesses coming out from the pandemic. 
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Running an event  
 
Hosting an event in the LBF is completely free and can bring many benefits to your business 
to be part of such a prolific event.  
 
You decide when and where to run your event and what your subject might be about. You 
can run a digital or in-person event, hold it at your own venue or choose one of the LBF’s 
Venue Partners  offering space for free or at a heavily discounted rate.  
 
Event Organisers Handbook (2021)   
Event Organisers FAQ’s  
Event Oraganisers Ts&Cs  
 
Themes 
Instead of sectors this year the LBF Team have provided Themes for your events to be allocated into (some 
of these may consist of multiple themes and if this is the case, please let us know in your application form). 
These themes represent the key areas within Leicester and Leicestershire that have been impacted over 
the recent months, those that have thrived and those that can offer the business community support and 
assistance to help them bounce back.  

 

 SHOWCASE SUPPORT & KNOWLEDGE 
SHARING 

Theme 

RESILIENT 
INNOVATION 
The future is 

bright 

CONNECTIVITY 
Connectivity is 

productivity 

PERCEPTION 
Highlights 
and 
spotlights 

PEOPLE 
People matter 

GROWTH 
Working together 

Description 

Everything about 
our future from 
new products 

ideas, inventions 
or services; to life 

in a post-Covid 
world and plans 

and strategies for 
the future.  

From digital 
connectivity and 
communication, 

whether broadband, 
social media or digital 
platforms to physical 

connectivity - how 
people get about, the 
movement of people 

and goods and 
transport systems and 

solutions. 

All about getting 
your business, 

product, service or 
even geographical 
area to stand out 
in the crowd and 

against 
competitors.   

All things people 
related from 

diversity, HR, 
skills and 
training to 

sustainability in 
the work place 
and well-being 
of employees. 

Help, advice, 
networking, 

making contacts, 
lead generation – 

everything 
associated with 
organizational 

growth and 
development.  

 
 

Venue Partners 
We work with a range of venue partners to provide event organisers with either free or discounted 
space in which to hold their events during the LBF. 
 
Contact our approved venues below to discuss your event requirements. Don’t forget to mention 
the Leicester Business Festival to get special rates!!  

 

 

https://drive.google.com/open?id=1oCykJW5aBKFDLRiJk290n2hfKUu9gWIe&authuser=hello%40associate-events.com&usp=drive_fs
https://drive.google.com/open?id=1oArqdZzmxtWFqqwzVYptyTcIfDwHNUb8&authuser=hello%40associate-events.com&usp=drive_fs
https://drive.google.com/open?id=1oAlgcMFEF0aC81QZuewOUPkovYY2i7qD&authuser=hello%40associate-events.com&usp=drive_fs

