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Q 1:
i-The hotel provides accessibility to every budget. There is always a hotel to fit the budget. It can be easily  found on nearly every corner in larger cities and somewhere within or near other small cities or towns. Hotels also come in various shapes, sizes and number of stars awarded. Hotels are always accessible to technology and vast array of amenities. Another advantage is that hotels are easy to find with parking on location.

ii-The main steps in developing a site plan are deciding on the site requirement of the event then identifying possible sites or venues and comparing them with the event requirement site. After that the event manager can select the venue or the site that best matches the event and prepare a site plan to scale. Next to that come the decision  on placement of event activities and facilities. At the end, the event manager should refine the site plan upon the needs of event stakeholders and use the site plan as a key planning and communication tool.
iii-The main factors of choosing a venue are its contribution to the theme and atmosphere of the event,  its capacity and availability on the required dates, including set-up and rehearsals cost. Reputation of the venue is also an important factor . The facilities of the venue, such as staging facilities and power and water supply, toilets, and waste management facilities, can be a decisive factor in choosing the venue. Also, a venue can be chosen due to its catering arrangements and restrictions on use of the venue. Other important factors are  access to transport, parking, accessibility for disabled persons, accessibility for deliveries and emergency services, ease of set-up and safety.
Q2:
Venue: hotel.
Arrangements: catering arrangements, seating arrangement, availability on required dates, restrictions on use of the venue.
Facilities: audio visual arrangements ( video projection, microphone, speakers, data show), use of technology, refreshment facilities, staging facilities, parking facilities, safety facilities.
[bookmark: _GoBack]Entertainment: musical performance ( solo- band), video about the best memories in the companies,  karaoke and distributing gifts.
Q 3:
Venue: conference centre near or within a hotel
Facilities: Audio-visual equipment, staging facilities, parking, technical facilities, transportation, lighting, catering facilities, safety facilities.
Seating arrangement: banquet style
Special consideration for dinner: one server per one or two tables
Time for dinner: 20 minutes per course.
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