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Assignment 2 
Types of events
1. 
I. An opening ceremony is different from the rest of the event mainly because it is suppose to be fun and entertaining so will likely have singers and dancers and be a very extravagant show. The opening ceremony will also have people who won't necessarily attend the main event people who are not interested in the conference or sports but want an enjoyable day/evening out. Sponsors and advertisers are more likely to attend the opening ceremony in large groups as they are given free tickets by the event coordinators. 
 
II. It is important to have a defined vision before planning a meeting because if you make a plan and  write down questions and have ideas about the event you will feel much more confident which will come across better in the meeting this in turn could help you secure the contract from the client. 
III. The main tasks which a wedding planner is required to perform are  
· Meeting with the couple get a feel for what they want from the day. 
· Discussing the budget and making sure that it is kept to 
· Booking the venue(s)  
· Arrange suit fittings/visits to bridal stores 
· Booking entertainment 
· Find a florist for bouquets, buttonholes and any ceremony flowers 
· Keep the timings as close to schedule as possible make sure everyone knows where he or she should be.    
· Make sure any rentals are returned on time, supervise the clean up  
· Deal with any last minute emergencies  
IV. The importance of having excellent security at an event is  it is usually the first contact your guests will have this is in the form of Ticket collectors who make sure no one without a ticket can enter the venue this prevents gatecrashers and more importantly overcrowding of the venue which can cause serious safety problems. Next would usually be the bag searchers these security people are there to check bags for weapons, drugs and sometimes alcohol all these things can mean a bigger problem for the security inside who will be on the lookout for fights (usually fuelled by alcohol and drugs) and also thieves and pickpockets, security's main job is to keep all the attendee's safe this will then lead to a successful event. Celebrities will use security at an event to help protect them from harm and over excited autograph hunters.  
V.  The most important factors when organising a conference are 
· Who is the conference for what is the organisation trying to achieve 
· Venue-do you need just a boardroom, will a video conference be sufficient? do you need an auditorium?  
· Capacity-how many people? this will again help with the choice of venue. 
· Location- does it have good rail and air links for travelling guests. 
· Accommodation will your guests at the conference need to stay over does the venue have this or is there something nearby. 
· Facilities-what facilities do your clients require this can range from food to audio visual equipment.  
 
2. 
Wedding planning and special party celebrations have a lot in common both are not business orientated the are centered around people enjoying themselves and they can be quite fun and give you chance to run a bit wild with your imagination. In the planning of both you will most of the time be working for individuals and not companies, your clients will have an idea of what they want but will look to you to bring all the tiny elements together. The contacts you use for both events will be the same you will need a venue, food, entertainment and also décor, the priorities and the planning process will be exactly the same for both types of event.
 
3. The two main sectors of event planning are: 
             Corporate - Conferences & Meetings 
             Social- Leisure and private events 
The difference between organising in these 2 sectors starts from the very beginning how the guests are invited will be different weddings will have a more formal posted invitation where as a conference just an email will suffice. The venue will also be a big difference most weddings will involve a marriage venue and a reception venue where as a conference will require either a boardroom or an auditorium. Most conferences will not contain entertainment but at a wedding it is very much expected although you may have to consider booking guests speakers for conferences and meetings. All these things have to be considered when you are organising event understanding the basic requirements and how they differ in both sectors will make it easier for you plan future events. 
Case study 
A) Questions George can ask 
· What is your budget? 
· Are you having bridesmaids and groomsmen if so how many? 
· How many guests are you expecting and do you have a day list and evening list? 
· Do you have a theme and color in mind? 
· What sort of entertainment were you thinking? (disco/band/both) 
· Do you have a preference for flowers? 
· Are you providing all the drinks or a welcome drink? Have you discussed options with your venue? 
· Have you sent out save the dates? or will the invite be the first people know about the wedding? 
· Have you booked your honeymoon? 
 
B) Things George can help with now. 
· Get the invites made up and sent out as quick as possible 
· Arrange suit fittings for Jason and any groomsmen. 
· Make appointment for Fiona to try on dresses 
· Contact a cake maker and florist. 
· Research entertainment ideas and present them to the couple. 
· Negotiate with the venue on meals and drinks packages. 
 
C) The benefits of hiring George are that Fiona and Jason will have fewer things to worry about so the stress levels in the lead up to the wedding for them both will be quite low. George will be the one making all the appointments and contacting various companies on their behalf. George will have an extensive contact list with him being a professional and also brings a lot of experience with him all this will be very valuable to pull together a wedding in just 15 weeks. Fiona and Jason will also get a 3rd person's view on the overall look of the day someone who can think of the tiny missing details or just someone to bring together the whole looks with the finishing details. Having George on hand for the day will make sure timings are kept to and that any emergencies are dealt with while Fiona and Jason just enjoy their special day.
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