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Mudingase Zulu
Assignment 1 . Events management course.

1. Short Questions.

( i)  Explain the duties and responsibilities of an Event planner/ coordinator. 

 Duties and responsibilities of an events  planner/Coordinator
-He or she has to conduct a research 
-Has to create a de sign
-Finding a suitable place for the function
-Has to arrange the food, décor, and entertainment
-Has to make sure that the event is going on smoothly
-Supervising at the site 
( ii) Outline the main tasks involved in event planning. 

Main task event planning.
An event planner has to conduct a research on where the venue  will take place  and  he/ she has to arrange food, décor, transportation to and from the  event, he/she has to send the invitation  to the people who are attending the function add he has to make sure that the theme  suits the function  
 
( iii) What are the five W’s in Event Creation and what is their importance when planning an 
         event? 

The Five W’s in event creation and its importance in event planning .
Five Ws  are 1.Who.    2. What.    3. Where.  4.Why and 5.When. These are important in event planning in such a way that the planner has to understand and to determine things like the event marketing plan, how much it cost, logistics,(food, set up, parking )and what kind of accommodation you might need . A good event planner has to create a time line and stick to the budget and must be organized at all times
iii)An event planner should evaluate avenue to make sure that it saves best the event requirements by making sure that it is suitable for the event and also has to make sure that the venue  cost is within the budget . when meeting the with the Sales manager, you have to make sure that the property allows you to incorporate some on site promotion for the event and also find out what are the limitations or the availability of the displaying the banners and the direction signs. 
(vi) When arranging for a refreshment break for a group of 1,000 people, an event planner should 
        allow; 
c) 30-45 minutes 

2. An event planner is a person with appropriate skills for making timely decisions. ‘Discuss. 

Making appropriate skills for timely decision is an important element of event management. Timely decision will reduce the cost of the event particularly security, clearing and repair. Untimely decision may lead to unnecessary, disorganization and failure.

3. Write a short note on “the benefits of successful and safe events”. 

Benefits of a successful and safe event planner 
The benefit of a successful and safe event is that the event planner has an efficient movement of consumers staff, and equipment through out the venue and that makes the event more enjoyable for all those who are involved .when the crowed is happy and contented it reduces the incident of assault and property damage and this will lead to reducing the cost of security cleaning time and repairs. There must quick response to unplanned incident there by creating a more secure environment for consumers .

4. Case study
 a. Acquisition of permit
 b. Carefully interviewing the client to establish the goals and objectives of the event and his budget.
 c. Budgeting
d. Moving the event
e. Decoration
-Food and catering arrangements
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