Page | 4

[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Lorraine Chivandire

	Student Number:
	1384

	Course:
	Diploma in Event Management

	Assignment NO:
	3



	 
1I. WHY AN EVENT PLANNER MUST BREAK DOWN TASKS INTO PHASES?
· This helps the planner make sure that every area of the event is covered and nothing is left to be discovered last minute as it will affect the success of the event. 
· It is important that tasks are done in a timely manner and paving tasks divided into phases helps to achieve this. 
· Having a flow of tasks that everyone working on the event can refer back to and make sure this schedule is covered makes team work as well as productivity work better.


 II. WHAT TYPE OF INFORMATION AN EVENT PLANNER WILL RECORD DURING THE FIRST MEETING WITH A CLIENT?
· The client’s contact details
· What type of client it is
· The purpose and client’s vision of the event
· The budget set aside for the event
· The anticipated size of event
· The attendees profile
· How important this event’s success is for the client
· The required equipment and services to be brought on board
· The person to communicate with for decision making throughout the planning period and the best communication methods preferred
· What the client’s envisioned event schedule looks like, if it is a meeting or conference and will it include an exhibition
· How the client wants the planning and running of the event to be conducted
· How many staff will be required for the event
· What the presenter requirements and equipment recurred are
· Who will make the final decisions
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III. IT IS VERY IMPORTANT FOR AN EVENT PLANNER THAT HE STICKS TO THE BUDGET WHEN MANAGING AN EVENT. WHY?
· It is the planner’s responsibility to make sure that the budget is met and that the client does not end up in debt.
· It creates a good reputation and trust with clients which will bring back future business for the company. 
· The client looks to hire a planner in order for them not to have to worry about managing all aspects of the event and have the planner meet their expectations as much as possible.


IV. LIST THE IMPORTANT FACTORS TO CONSIDER WHEN CREATING THE SITE PLAN.
· The measurements of the available space
· Access to water and power for the stage, sound system and catering stations 
· The size and positioning of the stage
· Guest entrance
· Other activities that may be happening at the same venue or nearby areas
· Catering station positioning and close by seating area
· Correct positioning of the toilet facilities
· Shade and shelter for outside events
· Convenient information and emergency stations
· Delivery and pick up points and timings
· Facility rules and regulations
· How security can be placed around the site


2. ‘THE PURPOSE OF THE PLANNING PHASE IS TO CREATE PLANS TO ACHIEVE GOALS YOU SET FOR THE EVENT’. PLEASE EXPLAIN WHICH TYPE OF PLANS THAT ARE CREATED FOR THE EVENT AT THIS STAGE.
· Scope plan: this is to manage the size of the event and all the resources needed in order to meet and exceed the client’s expectations while sticking to the budget.
· Cost plan: this has the list of expenses to be faced throughout the whole event and planning periods.
· Staffing plan: identifying the tasks that will need to be done and finding the right personnel to hire for the event to ensure smooth running of the event.
· Quality plan: setting goals and guidelines to be met in order to give the client the highest possible quality of service throughout the event. 
· Communication plan: having a clear plan for flow of communication that all staff should be aware of.    
· Risk management plan: anticipating challenges that will be faced during the event and coming up with a reaction plan for each challenge.
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· Procurement plan: gathering all services and equipment required for the event in advance. 
· Schedule plan: step by step plan as to how the event will run smoothly and meeting the expectations of the client.


3. ‘BEFORE CHOOSING A VENUE IT IS CRUCIAL TO CONDUCT A SITE SURVEY’. DESCRIBE THE MAIN POINTS TO CONSIDER WHEN CONDUCTING A SITE SURVEY. 
· The space required for the size of the event
· Facility rules and regulations
· What equipment will be provided at the facility and what will need to be obtained from other service providers
· Outside vendor contract restrictions for the facility
· City time restrictions for events and delivery transport
· Fire exits and emergency response stations such as the nearest hospital or police station
· The map of the site showing all pathways and entrances in and out of the venue.
· Space measurements for stages
· Proximity of parking areas and public transport stations in relation to entrance gates
· Access to power and water for the stage and catering and toilet facilities
· Placement of the stage for best viewing and sound output
· Placements of toilet and waste disposal facilities 
· Placements of catering services and adequate sitting areas
· Adequate shelter and shade
· Placement of revenue generating booths 
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