
 

HOW TO WRITE AN EVENT PLAN 
 

WHAT 

Your event plan should be a complete overview, that way if your lead is sick or unavailable someone 
else can easily pick up where they left off. 

 

WHO 

Any club can run an event, just make sure that you have the manpower within your club to see the 
idea through. 

 

WHY 

There are lots of reasons a club may want to run an event. You might want to fundraise, compete or 
recruit new members or something else entirely! 

 

WHEN 

You could run an event at any time during the year, but we recommend that you think about when 
you will have a workforce (ie. You won’t get many volunteers in exam time) and an audience. Maybe 
think out when you need to outcomes to be achieved by and work back from there. (Ie. If you need 
to raise money for a competition in October, you may want to do your fundraiser before the 
Summer so you have the money by the time you need to enter the competition).  

 

HOW 

Have an idea and an objective. An objective could be fundraising or it could be about raising 
awareness/profile or giving your members a chance to compete/perform.  

Fill in an event plan. You will find a template on this Tool Kit as well and a filled in example to aim 
for. You can just this as both a planning exercise and a way of ticking off important jobs that need to 
be done to make the event happen.  

Think about your event budget and your outgoings compared to incomings. Whether or not an event 
is financial worthwhile will depend on the objective but we don’t recommend that clubs run events 
at a loss. If it is a fundraiser think about whether the project profit makes the event worth the time 
to run and plan.  

Look at your club’s risk assessment. If your event is something outside of usual club activity you will 
need to update it and re-submit it to the department.  

Get in touch with Sport Brighton, we will be able to help you trouble shoot and give guidance on 
your plan. 



 

Book a venue. Remember to get quotes and agree on a price/usage agreement before the event. 
Remember to check with the venue for any requirements they may have (do they need to see the 
University’s Public Liability Insurance? Can they only be paid by cheque?). 

Market the event. Promotion advice can be found in that area of this Tool Kit. Remember Sport 
Brighton are always happy to help using our website/social media if we have the content and you 
can request for one of our media activators to cover the event! 


	HOW TO WRITE AN EVENT PLAN

