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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. 
	1.1	
The event planner must break down the tasks into phases to ensure the individual can work in a timely manner and relate this to a working time line of events. Working through the timeline will ensure phases are completed on schedule and work can continue to progress forward to the next phase. Mixing phases my lead to confusion and tasks could take longer resulting in inadequate monitoring, which would affect budget analysis.

1.2
The initial meeting with a client will vary in length according to past experiences with this client. The information the event planer will need to gather during this meeting is detailed below. 
The meeting needs to address the needs and wants or a customer, cliental, managers etc. For example for a charity meeting you doesn’t want to hire an expensive venue for the meeting if you are wanting a sponsor’s help, otherwise this will look as if the charity has enough money. The main aim is to achieve your goals from the meeting therefore all involved in planning need to understand this goal/vision. Once this has been addressed then the planner will be need to record:
· Number of attendees to the event.
· Budget and contingency.
· Time frame to complete event.
· Client involvement and resources including staff needed to finalise a successful event.
· What the client would like to event profile and image to portray.
· Clients goals.
· What type of industry the planner will be working within and any issues in using certain supplies, for example an animal welfare charity has to be careful when advertising non vegetarian stalls at events. 
· Client contact details and liaison contact details. 

1.3
An event planner needs to stick to budget. Throughout the initial planning the event planner will need to ensure the client has a realistic budget and if this is not the case the event planner will need to tactfully inform the client of this. By doing this in the early stages, it will ensure the client’s goals are realistic and will not disappoint further down the planning process. The event planner needs to stick to budget as the client may have minimal funds available, or the client could be a charity. Not sticking to budget could result in financial difficulties for the company, especially if this a launch event. The potential future clients may look at the event planners track record and see the planner went over budget previously and decide to go with another event planner. Throughout the planning process the budget will need to be monitored to ensure this is on schedule and a contingency plan will need to be in place from the beginning. 

1.4
When creating a site plan, important factors to consider are:
· Entrances for trade stalls, attendees and staff, including parking for these individuals including disabled parking arrangements.
· If necessary, stage location is important to ensure attendees can view the stage, sound interference won’t occur and health and safety precautions are met. 
· Access where needed for water and electricity supplies, for example camping sites at festivals. 
· Flow of people and safe corridors at events.
· Location of trade stands, caterers and stalls to raise income – to ensure these are in highly populated areas. 
· Emergency exits for attendees and emergency services.
· Location of seating.
· Location of facilities such as toilets and bins for health reasons. 
· Placement of first aid, security and lost children’s tent.
· To provide a safe venue that is aesthetically pleasing. 

2.
‘The purpose of the planning phase is to create plans to achieve goals you set for the event.’
The initial meeting with the client is very important, as the quality of these plans will evolve around the information you have and the understanding of the goals of the event. The planning phase includes a scope plan, which is managing the scale and size of the event. The event planner will know how many attendees, resources and budget from the initial meeting; therefore the plan can build around this to achieve desired goals of the event. To succeed the goal of the event, an overall budget must be set to work to. This overall budget will need to split for a cost plan, involving cost of resources, cost of the venue, cost of event necessities, staffing costs etc. This budget will need to be monitoring and the event planner must stick to budget. The cost plan will need to be split into sections and tasks that will be needed to achieve the goals of the event. Once these plans have formed it will be necessary to plan and review the schedule of the tasks to achieve event success. The schedule will lead on to create a staffing plan and what resources are needed. The event planner will have to ask himself, what staff are needed to complete certain tasks on the schedule and what skills will be needed. Creating this plan will ensure early booking of skilled staff that could be in high demand, ensuring the event planner sticks to the time schedule to achieve the goals of the event. Understanding the goals of the event will ensure the quality of the event is on schedule and to the client’s needs. For example necessary technology required, staffing skills and food standards that are set. To achieve the goal of the event, the event must succeed, therefore a risk assessment plan is necessary to outline factors that may threaten the success of the event. For example, a negative relationship between the local community where the event is to be held and the client. This plan is to detail what to do if these factors occurring and how to deal with the situation to ensure the event is still a success achieving goals. A scheduling plan is next on the agenda, which outlines tasks and changes in tasks for the event planner and also the client. The tasks outlined will ensure each goal is met throughout the planning and executing process. Concluding the event planner will have extensive plans which will also change depending on the event, the event needs and the goals, but each plan is creating to achieve the goals of the event and to achieve a successful event. 
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3. 
‘Before choosing a venue it is crucial to conduct a site survey.’
An experienced professional should carry out the site survey to ensure the initial and ongoing event goals can be met from the site. Some of the major factors to consider when conducting a site survey are:
· When making contact with the onsite personnel, ensure you have made contact with the correct person in the venue, who can answer all relevant questions about the site. This person will be able to state restrictions and facility rules which could affect event plans. These could include insurance regulations or licencing rules. 
· Event access and space needs to be analysed, for the staff, contractors, equipment needs, public access and disabled access. For example some hire equipment could be bulky so all doors and entrances need to be measured to ensure access. Event area and ceiling heights are included within this. For example lighting heights needed. A checklist will be needed by the person conducting the survey as to what space is needed, or what extra measures may need to be taken to run a successful event. 
· An indoor and access map will need to be requested including any emergency exits on site, to ensure layout and design of the event will not restrict access and exit areas. 
· Security measures will need to be checked on site; on site personnel, insurance and licence documents detailing what time the venue needs to be locked, whether any overnight security is needed and resources needed to be booked by the event planner which could affect the budget plan as security measures could be an additional expense. 
· Testing of power supplies and communication networks to the site. For example a festival will need high surges of power during certain hours which need to be checked with the power network. Communication networks such as internet communications need to be evaluated. The event may need this for all or part of the event, therefore if this supply is of low quality, it will affect people’s experiences of the event. 
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