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1. 
i. The opening ceremony of an event will involve some sort of entertainment, even if the rest of the event has a more serious business tone. Depending on the type of event, the opening ceremony may also be in a different place to the rest of the event, although it is best in terms of conventions or annual meetings to have the opening ceremony at the same place. 
Also opening ceremonies have a planned agenda such as unveiling a new product or announcing good news, whereas the rest of the event may be to rectify issues or discuss something completely different to the opening ceremony.
ii. A well defined vision will allow the planner to devise the best way for the sponsoring organisation to deliver a message or give an impression to their audience. It should be asked 'How will this meeting affect the goal of this company?' For example to increase motivation to employees, a meeting will be set up with a motivational speaker to talk about the positives of the company and give an inspirational speech, also to include brainstorming meetings would be powerful for team-building, creativity, decision-making and problem-solving. In this instance it would be vital to have face to face meetings, therefore the defined vision takes account of the purpose of the meeting and the goal of the sponsoring organisation to motivate employees. 
Also it is vital within the defined vision to choose an appropriate meeting type for the situation.  
iii. Wedding planners main tasks are:
	•	Locating a venue for the reception/ceremony .
	•	Helping with budgeting. 
	•	Helping with theme, colours, style, decoration for the wedding etc.
	•	Help choosing a dress, finding wedding dress shops. 
	•	Implementing decor for the wedding and co ordinate where it will come from and how it will get there.
	•	Setting up the ceremony/reception spaces.
	•	Guest logistics such as seating, refreshments, catering. 
	•	Can include helping with speech/vow preparation. 
	•	Plan the itinerary.
	•	Take delivery of goods, meeting vendors. 
	•	Solving last minute emergencies. 
	•	Running rehearsals. 
	•	Co ordinate wedding party, making sure they are where they need to be at the right time.
	•	Dealing with wedding crashers or unruly guests. 
	•	Finding accommodation for guests if needed. 
	•	Help planning the honeymoon. 
	•	Ensuring clean up id done so they client receives their deposit back. 
	•	Returning rentals.
	•	Collecting wedding gifts and getting them to the client. 
iv. Good security at an event is crucial for many different reasons depending on the event. At events where there are celebrities, political people and children security are needed for bodyguards. At music events security are needed to oversee the crowd, the incoming and outgoing of equipment, movement of money from ticket sales within the venue, to diffuse arguments within the crowd, to deter thieves and pick pockets. The presence of security at an event and what their role is must be clearly defined to ensure there is no disruption to the event. The security hired must be good at observational coverage as well as dealing with crowd reactions for example at a festival. The number of security needed can be quantified in different ways, such as number needed per square feet coverage, ratio of security to guests or need to man certain stations/booths/areas. 
v. When planning a conference the important factors are what purpose the conference must achieve and how that will be achieved, For example a conference with the purpose of building team morale may be achieved by brainstorming and team activities. The key components to ensure the purpose is achieved are choosing the correct venue/facilities, this will include location of the venue, how many people it will hold and what layout the space allows for; for example theatre or hollow square. The facilities readily available within the venue for example equipment for the presenter to utilise audio and visually and also catering seating etc. Also consider whether any accommodation will be required after the conference. 

2. I would say that there are far more similarities between wedding planning and special party celebrations than differences. A wedding planner is there to implement the wishes of the client and to guide and give options to reach their dream wedding, this can also be said for special party celebrations. They are both also personal celebrations and the factors to be considered and planned are the same for both weddings and special party celebrations, with maybe a few more needed for wedding planning such as writing vows.
A planner will help devise a theme for a wedding and a special party celebration, they will manage the budget, help find a location for the party/wedding/ceremony, The date will be discussed as to not clash with other family celebrations, although in terms of planning a wedding the date would be most important and likely be solely decided by the bridge and groom. As with weddings the number of guests attending will need to be ascertained, how many adults and children? This will also have an effect on the decision making of choosing a venue as they must have the right facilities for children and the planner will need to plan activities accordingly depending on age ranges. For both wedding and party celebrations catering considerations such as what types of food will be served as well as how much is needed will be arranged. Invitations for both weddings and party celebrations will need to be designed and the method of delivery planned. With designing in mind the decorations and supplies for the event to achieve the theme/colour scheme etc need to be found and supplied for both weddings and party celebrations. Both will also require a schedule as every event does. 
Something else planning weddings and special party celebrations have in common would be organising a photographer to take photos of the special day.

3. The main sectors for event planning are CORPORATE EVENTS and SOCIAL EVENTS.

A CORPORATE event will be held by business or corporations for their staff, clients or stakeholders. The event can be held solely for the people within the company, marketing, public relations. These events can also be sales efforts that are aimed at industry insiders, consumers or the press. There are a wide range of events held by corporations so it is up to the corporate event planner to figure out which type of event would be best. An example of a corporate events are is conferences which are arguably the most important. When planning a conference the planner must ask 2 questions: what the conference has to achieve? How will that purpose be achieved? Some purposes could be morale building, secure agreement, launch a product or to solve a problem. The essentials of planning a conference include picking the right venue with the right facilities. The location and how far the attendees must travel must be taken into account, if they are coming far and need accommodation, is there suitable nearby accommodation? The capacity of the venue must obviously be able to accommodate the correct set up plan and the number of attendees.  

A SOCIAL event has two main divisions which are Leisure events and Private events. These will vary from Festivals to Fashion Shows and concerts to personal events such as a wedding. A LEISURE event would be a Sport event which can be participant or spectator events. Spectator events are used by organisations to achieve an objective the organisation wants to promote, such as an enjoyable break after a stressful period, to motivate or even to congratulate achieving goals set by the organisation. To plan such an event tickets may need to be purchased, transportation arranged and accommodation found. For Participant events are more complex and the first consideration here will be the budget and where the funds are coming from. For both types of event, stadiums make the perfect venue due to parking, capacity and facilities. 

Planning requirements will differ for different types of event but there are also similarities.  
>The time needed to plan an event will differ between events depending on the size, type and duration of the activity. 
>Corporate events differ to private events in that sponsorship opportunities will arise in corporate events. 

Case Study

a) 
	•	How many guests are there? How many adults and children?
	•	Ask for the budget.
	•	Is there a particular way they would like the reception laid out?
	•	What theme/colour scheme/style do they want for the reception?
	•	Catering, what sort of cuisine and refreshments do they like?
	•	Do they have a style of dress/suit they like?
	•	What entertainment/music would they like at the reception?
b)
	•	Choosing dresses for bride and bridesmaids. Helping choose groom and best men suits.
	•	Sending out invitations and choosing a method for delivery.
	•	Picking a caterer.
	•	Picking a band/dj/entertainment. 
	•	Choosing flowers for the reception. 
	•	Writing a wedding gift list. 
	•	The decor for the ceremony and the reception. Helping with colours and themes. 
	•	Planning the reception layout and seating arrangements. 
	•	Setting up the ceremony and reception spaces. 
	•	Assist with vow and speech preparation. 
	•	Preparing the itinerary.
	•	Accommodation required for out of town guests.
	•	Choosing a honeymoon spot. 
	•	Hiring sound equipment etc. 
	•	Arranging a photographer/videographer for the big day.
c) George will have expertise in managing budgets, therefore the stress of balancing money will be taken away. George will have a list of suppliers he uses for flowers sound equipment, hiring chairs etc therefore he will be able to get a better deal. The whole planning process is stressful and especially on the day of the wedding, therefore George will take this on so the bride and groom can enjoy their day without the stress. George will also be a creative partner, not just logistical, if the bride and groom are stuck for ideas on how to have their wedding then George will give a wealth of ideas, insights and opinions. All the planning will be done by George, all FIona and Jason will have to do is show up to appointments, approve designs, sample menus etc. 
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