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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1 – I – The event planning process it’s a chronological process. Each step has its own proper time to be completed, so, it is important to identify and breakdown these steps so that proper focus can be given to each step at that proper time. These steps will help the event planner complete each task in a timely manner and prepare for the next phase to keep the work running smoothly. This helps guarantee that, for example, the planning phase is complete before the executing phase begins by allowing the planner to focus on the planning phase exclusively. This, in turn, helps guarantee that the event runs smoothly.

1 – II – During an Event planner first meeting with the clients, the following information will be recorded: Contact information and if he can be contacted directly, type of client and his goals for the event, how will the client participate and what are the presenter’s requirements and needs, how makes the final decisions and how approves changes, what is the size of the event and what is the general schedule, what is the profile of the attendee, and how many staff members will be working.

1 – III – In every event, the size and scope is determined by the amount of funds available to invest on the event. This money will play a role in every decision, and it will affect the whole event. In order to not plan an event that is so large and extravagant that will bankrupt the guest, or an event smaller than necessary and does not fully achieve its potential, it is very important  for an Event Planner that he sticks to the budget. Clients are not always in tune with the real costs of organizing an event, and their expectations can often exceed the limits of what is possible within their budget. When this happens, it is necessary for the Event Planner to gently, and skillfully, manage their expectations.

1 – IV – When creating a site plan, it is important to have the following considerations:
Entrances for attendees and their proximity to transport and parking, strategic placement of the stage and line of sight, facilities access to power and water, shade and shelter necessities, foot traffic flow and passage ways, delivery and emergency services access, and strategic placement of the catering, revenue raising activities, toilets, waste bins, information, first-aid, security, etc.

2 – The planning phase is one of the most crucial parts of the management process. In this step, it is planned everything that will happen and it is identified possible issues and ways to resolve them. The success of this planning depends on quality of the information collected from the client, and all of this planning helps the event achieve its desired goals. The plans created on this phase include:
Scope Plan: This plan deals with overall extent of the event (maximum size and available space, resources, and budget).
Cost Plan: This plan deals with dividing the available funds for the event between the different expenses in order to keep the cost of the event inside the budget.
Staffing Plan: This plan deals with calculating the number of staff at any given time, and the skills required to complete the tasks in order to recruit enough people to keep the event running smoothly, but no so many that unnecessary funds are used to pay for that extra labor.
Quality Plan: This plan deals with calculating the needs for specialized labor during the event in order to present the client with the best possible service quality inside their budget. 
Communications Plan: This plan deals with establishing a chain of communication between planning team. In order to ensure the event runs smoothly it is necessary that all involved members are aware of the current situation and any changes that might occur, therefore, it is vital that there is good communication between them.
Risk Management Plan: This plans deals with anticipating issues that may interfere with the execution of the event, or have a negative effect on the final result, and planning for solutions for those issues, in order to ensure that any problem will be promptly dealt with if occurred.
Procurement Plan: This plan deals with determining how the resources necessary for the event will be obtained. This also includes signing contracts and comparing prices to ensure the best possible deal available.
Schedule Plan: This plan deals with establishing the timing of the event (what needs to be done, and when) by identifying tasks that need to be performed to accomplish each goal.

3 – Most events will have specific equipment needs, and in order to guarantee that the chosen venue is able to accommodate those needs, and how to transport and install that equipment, it is necessary to conduct a site survey. During this survey, the following points must been taken into consideration: 
Onsite Personnel Communication – Onsite personnel are the reference point between the event and the venue, therefore, it is necessary to certify that the lines of communication are open. It is important to collected names, telephone numbers, email addresses of key members of staff and ask for clarifications regarding facility rules, and vendor contract and liability insurance requirements.
Event Space Accessibility: Large equipment is hard to transport and install and it might not fit in some access points of the building. It is important to measure the dimensions of doorways, hallways, elevators, doors, ramps, docks, etc. to ensure that the equipment will be able to fit through them, allowing for safe transport and installation. It is also important to collect information regarding access facilities working hours, policies, and restrictions.
Equipment Route: On top of measuring all pathways of the building, it is important to determine the best route to transport the equipment using a building map.
Security Personnel: Security personnel might determine and restrict the access to certain rooms, it is important to liaise with them to establish what the access time restrictions to the rooms are.
Building Technical Characteristics: Most building have already some equipment installed (house light system, sound system, telecommunication system, etc.), it is important to note the location of this equipment and who it works. It is also important to note the location of all fire exits.
Legal Requirements: Some companies will hand out a form that needs to be filled with this information. Also, if any union members are used, it is important to understand what working restriction apply.
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