
YOUR EVENT PLANNING 
GUIDE
Plan any event in 8 easy steps
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Decide the format of your event
Time to get creative! What is your event 
going to be? From a fashion show, 
gala dinner, sport tournament to art 
exhibition, there are so many choices. 
Have a look at our fundraising ideas to 
get started or spark an idea of your own.

Keep your audience in mind as you 
decide your event. Who are you going 
to invite? Will this event inspire their 
participation and donations?

Set your budget
Establishing your budget is a crucial 
step in planning an event. Having a 
budget is essential to finalise what the 
size and extent of your event will be. 
Do some research and contact vendors 
and venues for quotes. Also, leave some 
wiggle room in your budget for any 
surprises. As you move ahead, keep 
updating your budget so no expenses 
slip through the cracks. 

Most importantly, stick to your budget.

Pick a date

You’ve decided what event you want 
to deliver, now it’s time to get out the 
calendar and pick a date. Keep in mind 
school, faith and national holidays, and 
for an outdoor event, that tempestuous 
British weather. Always make sure to 
have a Plan B in case it starts to rain.

Make a Plan

A good project plan can be your best 
friend. No need to be elaborate; just 
write down all the things that need to 
get done and when they need to be 
done. Reach out to friends and family 
and recruit some help. Divvy up the 
workload and you will be done in no 
time. With a project plan and project 
team in place, your event will be a 
breeze!
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Choose a Venue
Picking a venue can be a challenge. 
It’s one of the biggest decisions 
you’ll make about your event, so it’s 
important to get it right. Your venue 
sets the tone of your event. The 
perfect venue will not only suit your 
needs but really impress your guests. 
Before setting your heart on a space, 
make sure you know exactly what to 
look for.

Keep it Legal
When you’re organising a fundraising 
event of any kind, it’s important to think 
about legal and potential health and 
safety issues. Depending on what you 
are organising, you might need insur-
ance or a licence. There are also certain 
laws in place on activities like lotteries 
and raffles. Have a look at all our rules 
and regulations guidelines and check 
out the Institute of Fundraising for more 
details.

Spread the Word
Promoting your event is key to reaching 
a wider audience, building excitement 
around your event, and maximising your 
fundraising. Let your supporters know 
about why you’re fundraising and the 
work of The Prince’s Trust.
Post regular updates on your social 
media channels and make sure to tag 
us @PrincesTrust or reach out to your 
local newspaper and radio station.

Help is at Hand 

Contact us at 
events@princes-trust.org.uk 
if you need any support or want 
to chat about your event. We love 
to hear about our supporters’ 
fundraising. Don’t forget to register 
your event to receive personalised 
support. 


