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Mundingase  Zulu St 1164: Events Management


 Q1. Short Questions: (15) 

i. What are the main benefits of conducting events in the hotels? 

The following are the main benefits of conducting events in Hotels.
 
· Hotels are a popular choice when it comes to event planning 
· Hotels are easily to be found nearly in every corner of the country.
· Hotels can cater for audiences of different sizes.
· Conference, meeting rooms and hall of  hotels are in different shapes, size and quality.
· Hotels befits almost all the bills regardless the budget and taste of the event.
· Five starts hotels often offer a feature on site catering and meeting facilities ubiquitous with professionalism and formal elegance’
· Hotels lend themselves quite nicely to corporate affairs for the business crowed
· Hotels are suitable for different events such as professional events that include awarding dinner , promotions, launching of new lines ,partnership clients, and staff , lecture and Social events such as weddings, kitchen parties and church gatherings.
· Hotels have adequate parking space and  easy to find    

ii. Outline the basic steps in developing a site plan.

    The basic steps in developing a site plan are:

 
1. Select the site requirements appropriate to the planned event which should be readily accessible and located. The site could be open or closed

2. Identify possible sites or venues and compare them with the event site    
requirements

3. Match the event requirements with the venue to ensure that the befits the  
type event

4. Obtain or preparing a site plan to scale

5. Determine where to place event activities and facilities

6. Review and refine the site plan based on needs of event stakeholders or type of event

7.  Use the site plan in planning and communicating with stakeholders. 

iii. Describe the main factors which need to be considered when selecting a venue.
 The main factors which need to be considered when selecting a venue are as follows the site must an adequate parking space, toilet, power and enough water supply, the venue must be Accessible for disable persons and must have security and must be safe form vendors, they must be easy to setup, easy accesses to transport and staging facilities


Q.2. An award dinner for employees to share company’s growth is going to be held on the weekend. It is an informal party containing some entertainment for the attendees. Maximum number excepted to attend this dinner is 50. The company is a private legal firm and enjoys very good repute at national level. 

a) Select an appropriate venue for the party? 
    Hotel because hotels are easy to find  

b) Which type of arrangements would be required? 
    Theatre because they are more than 50 and they need a stage for entertainment 

c) Which type of facilities would be required? 
   Facilities are as follows Microphone, speakers, audio, screen, visual aid, board ,Flipchart,         seating, catering, lighting  

d)  How best the attendees can be entertained? 
    The attendees can be best be entertained by Music, dancers, comedians 

 
Q.3. ‘Global Soft Tech’ is an IT company looking to launch its new product easy to use and cost effective software for managing personal finances. It is expected that the product with its immaculate features will bring a revolution in the software industry. 500 people have been formally invited to attend this product launch event. Representatives of some companies will be coming from other cities and may arrive a night before. The event timelines will be as follows:  
Guests Arrival: 5 pm 
Speech from the Chairman: 5:30 pm 
Speech from the voice president: 6:00- 7.00 pm 
(He will introduce the product and will present its demo) 
Entertainments: 7:00- 8:00pm 
Dinner: 8:00 pm
Based on the above case: 

a) Which type of a venue would best suit for such an event?

Conference center because it can accommodate a lot of people and its big in size

b) Which facilities should be available at the venue?                                       
  The facilities which should be available at a venue are wireless microphone, offer accommodation at a discount to the attendees or a group rate when combined with admission to the event. Writing materials, break up rooms for work shop, catering , lighting and seating. Access to transport and car parking facilities. It could be helpful to provide a program of the event at the venue. The venue should also have well labeled exist, sanitary facilities and marshals to direct attendees at the venue.

c) Which types of seating arrangement would be fine for this event?
 
 Theater arrangement because it cater for a lot of people 

d ) Any special considerations for dinner? 
Buffet because it’s easy to feed a lot of people in a short      period of time and it offers a variety of food.  

e) How much time would you allow for the dinner? 
[bookmark: _GoBack]1 hour because in an hour people can eat and rest and attend to sanitary issues.
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