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1. Short Questions: (15) 

I. Why an Event Planner must break down the tasks into phases? 
It is important an Event Planner organises tasks into phases as it: 
· Ensures work is well organised and is completed on time in order to meet the client’s expectation.
· Serves as a starter cue for the preparation of further tasks.
· Enables the planner to readily demonstrate progress of the Event by definable milestones.
· Each phase contains vital prompts and actions that enable contingency planning.  

II. Which type of information an Event planner will record during his first meeting with the client? 
During the first meeting an Event Planner should obtain from the client:
· Organisational profile
· Full contact details for themselves and any other named Single Point of Contact 
· Goals/expectations for the event 
· Budget amount
· Event size/theme
· Ideal location and target audience
· Experience and knowledge of organising events of similar size/type
· Role/expectation of the Event planner
· Likely meeting participants and the role in future meetings
· Likely attractions/speakers/guest

III. It is very important for an Event Planner that he sticks to the budget when managing an event. Why? 
In order to ensure resource costs and emergency/contingency fund are apportioned accurately it is necessary to create a budget. This is especially true if the client’s wants are likely to out strip their realistic needs. It is also important to stick to the budget for several other reasons: 
· Ensure payments are made according to pre-negotiated terms and conditions. Not only does this ensure creditors are reimbursed swiftly but create a positive reputation for future collaboration. 
· Reduces the likelihood of delay/late fees, unexpected or additional invoices
· Ensures resources are available for emergency purchases or last minute hiring.
· Early payment may encourage scope for discounts

IV. List the important factors to consider when creating a site plan. 
Once location and venue has been selected and confirmed it is important to consider creating a site plan which includes scale, compass direction and prominent landmarks annotations to assist in communications between the Planner and stakeholders. The site plan will need to make allowances for: 
· Entrances in relation to transport, parking distances, deliveries, emergencies and crowd movement
· Stage placement with satisfactory aesthetic viewing areas and the avoidance of sound spillage or interference with other activities
· Accessibility of amenities such as power and water for the stage area, catering and toilets; with convenient yet discreet separations for waste disposal for health reasons
· Location revenue generating activities in likely high traffic zones, such as the placement of catering 
· Adequate directional signage for information hotspots, first-aid, lost children’s tent and security where necessary

Q.2. ‘The purpose of the planning phase is to create plans to achieve goals you set for the event.’ Please explain which types of plans are created for the event at this stage. (7) 
When planning an event there are 8 main plans used to solidify arrangements while forecasting unexpected issues and implement contingencies to resolve them as well as ensuring the overall event goals are met. 
In many cases it is normal for these plans to overlap and intersect, but this ensure all involved are aware of sequences and are able react quickly when resolving unexpected situations. 

· Scope Plan – manages the event’s size in terms of maximum attendees, resources and space as well as client expectations and budget.

· Procurement Plan - determines the amount purchases or hiring needed, how and when in order to arrange the event. This plan will include the creation, negotiation and signing contracts, cost and providers comparisons and procedures for closing contracts. 

· Cost Plan – resulting in a budget, this plan accounts for resource costs and contingency spending. 

· Quality Plan - focuses on providing the client with the highest quality service available to meet their expectations within the budget.

· Communications Plan – sets the response and interaction pathways for the client, planner and all involved in the event, including attendees and service providers by specifying how communication is classified in accordance to denoted roles and responsibilities. This plan when accomplished ensures those involved receive updates, information or alternative instructions appropriately as and when changes occur.

· Risk Management Plan – forecasts incidences and factors which would negatively impact on the success of the event by building in contingencies and response rates to each minimise each identified risk. This plan must be monitored and reviewed continually throughout the event. 

· Schedule Plan – as every event is different, this plan ensure the event runs smoothly and efficiently according to arrangements while maintaining client expectations. 

· Staffing Plan – using the schedule plan, this plan lists all tasks needing completion before, during and after the event. It accounts for the skills and personnel required to meet these goals within specific timeframes to establish staffing needs. 


Q.3. ‘Before choosing a venue it is crucial to conduct a site survey’. Describe the main points to consider when conducting a site survey. (8)
It is imperative to conduct a site survey before choosing an event venue to ensure all necessary equipment can be accommodated and installed smoothly according to client expectations. To ensure all requirements are captured it is also important to prepare a checklist of all the tasks within budget, minimal additions or alterations due to mistakes or the need for repeated visits to gather further information, which lengthen timescales. 
The main points to consider are:
· Contacts for service arrangements – names, telephone numbers, email addresses, onsite location of telecommunications, audio visual and rigging specialists/techs and other key personnel. 

· Facilities & amenities:
1. Facility rules
2. Offsite vendor contract requirements 
3. Liability insurance requirements 
4. Parking and Transportation – accessibility, time restrictions, on street conditions/restrictions/regulations
5. Ramp grades and elevator accessibility/measurements
6. Electrical system power and distribution paths, lighting controls/locations, telecommunication connections/location, water/toilet points, waste disposal areas 
7. Availability of interior site maps/routes for the efficient movement of goods, equipment and foot fall within the event space.

· Estate information:
1. Event space for goods and equipment accessibility - door/hall/ceiling way measurements, chandelier and soffit heights
2. Loading dock  - measurements, procedures and restrictions, operational hours, ramp access, dock plate/forklift availability, dock security 
3. Security availability/provision - contact details for personnel, working hours, lock up procedures and accessibility restrictions
4. Fire exit locations 
5. Tasks offsite personnel are permitted to do
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