Event Plan Report
1. Event Overview
Event Name: The Sovereign Masquerade
Event Type: Charity Ball
Concept & Theme: The event has a black and gold theme, with attendees required to attend wearing masks.
Target Audience: Students and young people
2. Timing, Location & Programme
Date & Time: 25th March 2026 – 7pm-11pm
Venue: Dylan Thomas Centre, 6 Somerset Pl, Swansea SA1 1RR ·
Event Programme:
Doors open/Guest arrival – 7pm
Roaming Canapes – 7.15pm-8.30pm
Live singer (first act) - 7.30pm-8.15pm
Welcome speech and thank you – 8.15pm-8.30pm
Raffle draw and awards – 8.30pm-9pm
Live Singer (second act) - 9pm-9.45pm
Last orders – 10.45pm
Guest departure and set down – 11pm
Afterparty: Peppermint, Wind St. - 11pm-late
3. Aim and Objectives
Overall Aim: To organise a memorable and entertaining masquerade party in order to raise a substantial amount of money and awareness for cancer research.
Objectives:
Objective 1: To raise at least £300 during the event through donations, ticket sales, and fundraising initiatives.
Objective 2: To enhance awareness and fundraising possibilities by drawing at least 30 people to attend the event.
Objective 3: Throughout the event, information, speeches, and promotional materials will be shared to raise awareness of cancer research.
4. Project Planning Techniques (Including EMBOK Framework)
Work Breakdown Structure (WBS):
I managed both the finances and the decorations for my event, so I had to be both creative and well-organised. As the financial manager, it was my job to prepare and oversee the budget, ensuring that we didn't overspend while still producing a quality event. I made sure that all expenditures were both necessary and within our budget by keeping track of all the money received from ticket sales and any fundraising. I also searched for methods to save costs, like locating less expensive suppliers. As the manager of decorations, I paid close attention to the event's appearance and atmosphere, particularly ensuring that it complemented the masquerade theme.
I helped set everything up at the location, organised the decorations, and selected the colours and patterns. I ensured that the space had a pleasing appearance and the ideal ambiance for visitors. It was difficult to juggle both responsibilities because I had to make sure the decorations looked nice without going over budget, but doing so improved my time management, teamwork, and decision-making abilities and helped the event succeed overall.
Gantt Chart:
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Running Order:
	Time
	Timetabled event sector

	7pm
	Doors Open & guest arrival – guests arrive, tickets scanned, welcome drink provided by volunteers (bucks fizz will

	7.15pm-8.30pm
	Roaming canapes – served throughout the room (this format is a stop start service)

	7.30pm-8:15pm
	Live singer (first act)


	8.15pm-8.30pm
	Welcome speech and thank you


	8.30pm-9pm
	Raffle draw and awards

	9pm-9.45pm
	Live singer (second act)

	10.45pm
	Last call on bar service

	11pm
	Guest’s departure

	11pm-late
	Afterparty – Peppermint, Wind St.
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EVENT OPERATIONS.

registration Us Volunteers  Free of charge FREE FREE
radios selfowned  Us Free of charge N/A FREE
printing Us uwTsp £10 £10 £10
signage uUs Shein+DIY €7 €7
DECORATIONS AND EXPERIENCE
theming Us shein £26.39 £26.39 £26.39
photo booth Us shein £283 £2.83 £2.83
props Us shein £232 £232 £232
backdrop Us shein £6.88 £6.88 £6.88
table cenerpeices uUs Temu £61.23 £61.23 £61.23
MARKETING

design Us Karina, free of charge FREE FREE
Ads Us Karina, free of charge FREE FREE
printing Us uwTsp £10 £10 £10

PR uUs Karina, free of charge FREE FREE

PEOPLE

first aiders us us, free of charge FREE FREE
freelancers n/a n/a free of charge FREE FREE

security denise Thomas swansea.com free of charge 4 hours FREE
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REVENUE TRACKER

[ource description forecast £ confimed £ received £ NOTES
ticketsales 21sold __ £350 __ £315 315 |
grants form submitted

merch N/A

sponsorship_cancer research

partnerships 15
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[category. Jowner [supplier [planned £ (original budget) [committed £ (contracted/PO) [Actual £ (invoice or paid) [Variance (planned/actual) [Due date [Paid? __|NOTES

VENUE
room hire oTC uwTsp included FREE FREE 25/03/26
staffing uwTsp Students  free of charge FREE FREE 25/03/26
cleaning oTC oTC included FREE FREE 25/03/26
security £ Dark Knight free of charge FREE FREE 25/03/26
furniture included/excluded DTC oTC included, free of charge  FREE FREE 25/03/26

PRODUCTION/AV
sound. singer singer £20 £20 £20 25/03/26
lighting oTC oTC Free of charge FREE 25/03/26
power oTC oTC Free of charge FREE FREE

FOOD AND BEVERAGE

catering oTC oTC £230 £230 £230
bar staff oTC oTC included included included
glassware oTC oTC Free of charge FREE FREE
water stations oTC oTC Free of charge FREE FREE

ENTERTAINMENT
Band selfowned  Eden £20 £20 £20 25/03/26

host/MC Us Us free of charge FREE FREE




