
 

Event Planning 

Events are a great way to gather your members together to have fun, share an interest 

or further a cause. Planning an event may seem daunting, but here are five easy steps: 

 

Outline your aims and needs 

Ask:  

 Why are we planning this event? (For entertainment, to raise money or 

awareness, etc.)  

 Who is the target audience for your event and how many members do you think 

will attend? 

 When will the event attract the maximum number of members? Check the 

Societies Guild calendar to check that it will not clash with similar society events. 

 Where is the best location for the event to be held? Rooms can be booked from 

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

 What do you need to carry out the event (e.g. furniture, microphones, etc.) 

Answering these questions will highlight any problem areas and allow you to delegate. 

Make sure that each member of your committee gets involved and assign them 

specific tasks.  

 

Budget  

Check your society’s annual budget to see the funds available for your event. From 

here, you can plan the finances of your event, knowing how much you are able to 

spend. Here are some tips: 

 Make a spreadsheet of incomes (budget funds, ticket sales) and outgoings 

(hiring the venue, food, DJ, external speaker etc). 

 Don’t forget about VAT! (more info will be in finance guide) 

 ALWAYS OVERESTIMATE EXPENSES! 

 Check if any of your services require a deposit and check payment deadlines. 

 Make sure all incoming money goes into your society account. 

 

Health and Safety 

As the event organiser, it is your responsibility to ensure that everyone attending is safe. 

If something is considered dangerous or someone is injured, you could be held 

personally responsible. 

If you are planning to serve food or think you will need first aid, email 

kmatthew@essex.ac.uk to make arrangements. (If you are making your own food, a 

member of your society will have to have a Food Hygiene Certificate which can be 

applied for through this email address).  

For more information, see www.essex.su/southend/activities/societies/help  

 

Marketing 
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A successful event will be marketed to ensure that your intended audience are both 

aware of it and excited to come along. Here are some tips: 

 Begin advertising the event four weeks in advance where possible (marketing 

can take time, so ensure you and your publicity officer is prepared). 

 Make sure all adverts are consistent in both layout and message to avoid 

confusion and make sure everyone can recognise your event.  

Here are the most effective forms of marketing: 

 Facebook: make an event page which will remind people of the date and allow 

them to ask any questions. This will also allow you to get an idea of the numbers 

attending.  

Post your event on the Societies Guild wall and we will share it out, (as long as it is 

from your official society’s page) broadening your audience.  

 Posters: make bright, bold posters to put on the SU boards DO NOT stick posters 

elsewhere around campus. In this event, you will be asked to take them down by 

the Estates Department or charged by Estates to take them down for you. You 

can download a copy of the Societies Guild logo off of the help section for 

societies. Put this on your posters to show it’s an official society’s event. 

 Societies Guild Calendar: Your convenors all have access to the Societies Guild 

Calendar which can be found on the Societies Guild landing page on the 

website. To get your event onto this, email your convenor with all the details and 

they will upload it for you. 

 

Operations  

Successful organising will make the event run smoother and make sure that you do not 

get too stressed. So make sure you: 

 

 

 

& finally... 

Hold a committee meeting after the event to celebrate your success and discuss any 

areas which may need improvement next time.  

 

For more information, please go to: www.essex.su/southend/activities/societies/help  
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List everything that needs to get done and fell the 

satisfaction when you can tick something off! 

Make a timeline so that you’re 

aware of deadlines. Delegate! 
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