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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 – I – The main duties and responsibilities of an event planner are to determine what type of event will better suit the client’s needs, to organize the venue, food, decoration, and all necessary arrangements while abiding to the stipulated budget, to guarantee that all goes well in the day of the event.
1 – II – The main tasks involved in event planning are: Conducting research, creating an event design, finding a site, arranging food, decoration, and entertainment, planning transportation, sending invitations, arranging any necessary accommodations, coordinating activities, hiring staff, supervising the event, and collecting feedback of the event.
1 – III - Why are we putting on the event? – Determine what the objective, and desired outcome of the event is, will define the needs and priorities of the event.
Who do we want to come to the event? – Determining the target market will define the marketing and promotion of the event.
When is the best time to stage the event? – Determining the ideal time for the event must have into consideration the type of event, who is attending, and competing events happening at the time.
 Where is the best place to stage the event? – Determining the best site for the event must have into consideration the availability, cost of rent, transport necessary and parking facilities.
What concept or idea will best serve the purposes of the event? – After determining what the objective of the event is, it is essential to come up with the idea the will more effectively achieve this target.
1 – IV – To make sure the event’s requirements are met, when evaluating a venue the event planner must take into account what type of space is required and the atmosphere that will create, the ability to meet the guest’s needs, the condition and flexibility of the facilities, the audio/visual equipment available, and the range of catering choices.
1 – V – 30 Minutes

2 – When planning an event, it is necessary to expect the unexpected. Regardless of the level of planning, last-minute details or unforeseen problems will most likely occur, and it is necessary that the event planner is prepared to solve any problem when it happens. Therefore, it is essential that the event planner has the capacity to make timely decisions that will assure the success of the event.
 
[bookmark: _GoBack]3 – The benefits of a successful and safe event are a result of comprehensive planning and execution that benefits all the parties involved. Fewer accidents results in happier crowds, reduced security costs, and significantly reduces the risk of public liability claims and insurance costs.

Case Study:
1. Carefully interview client
2. Budgeting
3. Acquisition of Permits
4. Food and Catering Arrangements
5. Decoration
6. Monitoring the Event
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