
 

Event Planning 

This is a guide to help you plan a very successful event for your society or club. There are six steps that you 

need to think about in order to host a successful event.  

 

1. Outline Planning. Making an outline of everything that needs to be planned will be extremely 

helpful. To do this you will need to keep in mind a few steps: 

Why are you planning this event? Outline clear objectives of your event: are you trying to raise 

money, campaigning for a local organisation or other causes or just to entertain your members..   

What? When? Who? Where? How? Then you will need to think about the ‘What? When? Who? 

Where? How?’ of your event! So for you to organise a successful event you will need to be able to 

identify what sort of event are you planning; when will it take place; who will be joining your event; 

and where will you be hosting the event?.  

Once you know the reason why you are planning the event, you will know what type of event will 

be: fundraising, social, conference, etc. .  

When thinking about the schedule of your event try to recognise the times that your members or 

others can’t attend, making sure you set up a suitable time for most of them. You may want to 

check the SU calendar for any attractive upcoming event so that you event does not clash. 

Identify who will be likely to attend and in what number so you have a suitable event for your 

members interest and a suitable venue for the number of people attending. Also think about your 

team that will be helping you organise the event and define each individual responsibility.   

Then match the profile made of the event to a suitable venue, especially regarding the amount of 

people attending. For room bookings you can book through this page.  

Finally, think about the logistics of your event: imagine the final outcome of you event and do a list 

of resources you will need to make it happen (furniture, microphones, etc.). This list should be as 

detailed as possible so you do not forget anything!  

These will help you delegate the necessary tasks to your team.  

 

2. Budget. With every event you will need to keep in mind the amount of costs you are going to incur. 

So you may need to take a quick look through your society/club budget and weekly reports. Some 

tips you might like to take are: 

a. Make a spreadsheet identifying all the costs the society/club is incurring and reasonable 

prediction of the you will receive from for example: ticket sales, entrance fees, etc. .  

b. Always overestimate costs and underestimate returns. The higher your expectations, the 

greater the fall! 

c. Find out exactly when payments should be made and if you have then enough money to 

cover them and check if any service requires a deposit.  

d. Then, make sure that all incoming money is paid into to the society/club account. 

http://www.essex.ac.uk/students/experience/room_booking/form.aspx


 

3. Health and Safety. When organising any event, you have a duty to care in law, especially for the 

people attending the event.  So if the event is dangerous and someone gets injured, then you 

could personally be held responsible. If you think that your event will require first aid contact Kirsty. 

You need to think of reasonable ways to make the event as safe as possible and make an 

assessment of the risk. Remember if you are selling food you will require a food hygiene certificate, 

contact Kirsty to find out how to get a member the qualification. For more information check out 

the ‘health and safety’ section in help! 

  

4. Marketing/advertising. Effective advertising can help you a long way to have a successful event. 

So it is very important to think about how you will publicise the event and when you should start 

doing it. You might find the following tips useful: 

a. You should at least start advertising the event 4 weeks in advance and set a clear 

deadline for your publicity officer/team to have everything ready to start advertising.  

b. Remember that you should have enough time to prepare everything and take into 

account the different types of advertising that you have set up: when to launch Facebook 

events, when to submit the design for printing, etc. . 

c. Brand your society and club. Make sure that you maintain some consistency on the layout 

and message you are putting out there every time you publicise an event for your society 

or club. This will make you more recognizable. 

d. Finally, effective delegation will make everything go much more smoothly.  

e. Remember- Always let us know you are holding the event, Rae can promote your event to 

all Societies Guild members. You can also write an article to put on the Soc Guild 

Facebook Page 

 

5. Operations. Planning the specific tasks and activities will help you to make sure that your team as 

completed every task effectively. To accomplish this you will need to keep in mind a few things: 

a. List the tasks that you have yet to complete 

b. Make sure that you delegate the right responsibilities to the right individual and that they 

have actually completed what was delegated to them. 

c. Create a timeline to help set deadlines for every task and individual. Be reasonable as 

things may not go as smoothly as you thing, so give enough time for everyone in case of 

set-backs.  

d. Finally, create an event plan, where you list what you will need for each activity and at 

what time (e.g. security, bars, catering, transport, etc.).  

 

6. Assessment. At the end of the event, it is really important to have a meeting with your team and 

identify what went right and wrong. Remember that development can only come if we learn from 

our mistakes.  

mailto:kmatthew@essex.ac.uk?subject=First%20Aid%20for%20event
mailto:kmatthew@essex.ac.uk?subject=food%20hygiene%20certificate
https://www.facebook.com/SocietiesGuild

