
 

 

 

Dates: Monday 27 April to Friday 8 May 2020 
 
Subject: Media Marketing & Event Management  
 
Level: Level 3 
 
Focus for this fortnight: Planning an event 
 

Please send questions / queries to: cperrett@eastleigh.ac.uk 

You have two weeks to plan a birthday 
party, this can be for a friend of a family 
member of your choice. 
 
 
Things you must consider in your 
planning. 
 
#1. When is the birthday? 
#2. What type of party are you going to 
hold? For Example 
65th, 18th 21st 13th  
#4. What is the budget for this 
event?(stick to this figure regardless) 
#5. Where will this party be held? 

- Garden tea party 
- 6th Birthday party at a community 

hall 
- 40th Party at home 

#6. Look into the cost of hiring a venue? 
Do your research and do not be afraid to 
ask.  
#7. How many people are you expecting 
to attend? 
#8. What food and drink will be available?  
 

 
This topic invites you to research goods 
and services to support your event. From 
doing this it will expand your knowledge, 
and prepare you for future events, 
including problem solving strategies and 
not to mention building a solid network as 
you move forward in your career.  
 
 
 
 

From all the information that you have 
researched – you should now start to 
have a plan of what the event should to 
look like and how much it should cost and 
a suitable venue. 
 
#1. Design a table to hold all your 
information in – This can be a design of 
your choice. 
 
#2. Design a spread sheet showing how 
much the event will cost.  
Your subheadings must include  
Cost of Venue: 
Cost of Food: 
Cost of Drink  
Cost of Decoration: 
 
#3. Has your original budget been met, 
are you under or over budget? Be truthful! 
 
Design a visual of what you want your 
event to look like - using Pinterest 
www.pinterest.com or a collage of images 
to showcase your creations – Banners, 
balloons etc 
 
Using Canva design an invitation to your 
event www.canva.com 
 
This topic will allow you to develop your 
business finance skills, ensuring that you 
budget well and that you understand the 
importance of sticking to a budget and a 
specification. Broadening your IT skills 
and shaping knowledge of what packages 
are available to support your event. 
 

The idea of this project is to ensure that 
you can plan an event for a specific 
demographic. By sticking to your original 
plans in the first section this will enable 
you to see how well you budgeted.  
The event could be something that you 
may want to plan when Lockdown is over 
so make sure that it is achievable, 
realistic, and to a professional standard.  
 
It is so easy to give up when you come 
across barriers to researching - for 
example, when it requests you to find a 
price of a venue? Did you change your 
venue to at home? Did you stop the 
project and choose another one? Did you 
think that no one will be able available to 
help with this, in the current situation? If 
you carried on going and thought of other 
ways to obtain this information, then well 
done to you! You are on the right track 
and no doubt will be successful in your 
career as this is called resilience!   
 
 
 
 
 

http://www.pinterest.com/
http://www.canva.com/
https://www.facebook.com/eastleighcollege
https://www.instagram.com/eastleigh_college/
https://www.youtube.com/channel/UCgmy0bRoU--x-sxIPcDX8Dg

