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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. Short Questions:
I. Explain the duties and responsibilities of an Event planner/ coordinator. (10)
Listed below are just some of the main duties and responsibilities of an event planner/coordinator:
· To work closely alongside the client to develop plans for the event. This may include several regular meetings to update the client and to have creative brainstorms as well as discussing specific requirements and budgets. The first meeting with the client is the most important to really understand the reasoning behind the event and what they would like to get out of the day/evening. By identifying the client’s needs from the beginning you can ensure satisfaction. 
· To source, negotiate and book locations for the event. Liaise with the site manager to discuss catering and logistical arrangements and any negotiation on costs. It is important to secure a location that is unique so that guests will have a lasting memory of the event. 
· To source caterers and any entertainment based on the clients brief and budget. Arrange to meet the chef where possible and arrange tastings of the chosen menus. 
· Manage the event on the day, including setting up, instructing external contractors and internal staff. 
· Ensure compliance with insurance, legal and health and safety. 
· Gain feedback after the event by conducting a post event evaluation and reporting your findings. 

If you were organizing a charity function there may be additional duties such as finding sponsorship of the event, sourcing entertainment for a reduced fee and even sourcing prizes for raffles/auctions as well as selling tickets to the event itself. For larger scale events you would need to put thought into how to market the event in the most appropriate way and for what audience.  Equally if you were organizing a business conference there may be additional tasks such as sourcing AV equipment, flipcharts, OHP’s, stationery etc. 

II. Outline the main tasks involved in event planning.
The main tasks involved in event planning include (but are not limited to) the following:
· Conducting research; including finding a venue, sourcing decorations, catering, entertainment and costings
· Design and execute an overall look for an event (event design)
· Planning of all transportation to and from the event, taxis, flights, group transport etc.  
· Designing and sending invitations
· Arranging accommodation and securing the best possible rates for guests
· Coordinating the activities of event personnel, making rota’s if necessary and ensuring everyone is doing the correct thing during the event. 
· Employing suitable staff to work the event
· Supervising at the site ensuring a smooth running of the event. 
· Conducting evaluations of the event 

III. What are the five W’s in Event Creation and what is their importance when planning an
event?

Why?
The first and most important question that needs to be asked when planning an event is why to establish what kind of an event it would be. Asking this question to the client and having a detailed response ensures that you will be able to give customer satisfaction. 

Who?
For marketing and promotion purposes it is very important to understand who the event will be targeted to and how many people will be attending. It’s also important to understand Who is helping to organize the event, if it’s a large scale event will there be external help hired in? 

When?
It’s important to bear in mind other local events that may clash with your own that you are planning. Depending on who will be attending you would also need to factor in what day of the week the event will be on (i.e. a weekend would be a suitable choice for a children’s event). Weather and seasons is another factor to consider when planning an event as well as the time of day, especially if the event is going to be outdoors. It is also important to understand when the event is taking place as this will greatly affect the rest of the time scales. Ideally, knowing further in advance is beneficial as it gives more scope to securing venues and entertainment etc. 

Where?
When looking at potential venues costs, accessibility, transport, parking and facilities all need to be considered. The venue needs to match the requirements of the event and leave a lasting positive memory for those that attend. 


[bookmark: _GoBack]What? 
What concept or idea would be best suited to the event? Brainstorming various ideas as a group can be helpful to discuss through with the client.  Once you have an idea then this can start to be refined to create the event concept. 


IV. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?

When evaluating a venue for any event many elements need to be considered including:
· The size of the space, how many people can the venue hold? Likewise would the venue feel too large if there are only a small number of people attending? 
· Where and how many toilets are there? Is there disabled access to the event and all facilities?
· Are there any restrictions to display promotional material? Where can you display banners, signs and A frames and boards etc. 
· Is there Wi-Fi and what is the cost? Is there a business centre with computers that delegates are able to use?
· Is there natural daylight in the function rooms? Are there blinds/curtains which can control this if using any computer equipment? 
· Can the room be set up differently if required? I.e. theatre or conference layout. 
· What’s the general condition of the venue like? Does it look tired? 
· What are the noise levels like? 
· What A/V equipment is available and at what cost?
· What are the catering options especially if there are people with special dietary requirements?
· Make a list that shows details costs for all the items including, venue hire, AV equipment, catering costs, office services costs etc. 

V. When arranging for a refreshment break for a group of 1,000 people, an event planner should
allow;
a) 30 minutes
b) 60 minutes
c) 30-45 minutes


2. ‘An event planner is a person with appropriate skills for making timely decisions. ‘Discuss. (6)
A good event planner naturally possesses skills that equip them to deal with various situations in a calm and collected manner as and when they arrive. As well as remaining calm under pressure an event planner has excellent communication skills as well as the ability to multitask. Staff management and interpersonal skills are hugely important to ensure clear communication when making timely decisions that may affect others in a team who look to the event planner for guidance.
Organization and time management come as second nature to an event planner so a decision that needs to be made quickly would not be a problem as they would be able to forward project manage and see what needs to be done. It is important to have creativity with the ability to problem solve whilst ensuring practicality at all times. 
An event planner knows to be prepared at any time for the unexpected such as last minutes detailing. Working to tight deadlines whilst being able to ensure high quality events is achievable with the correct set of skills, organization and tools to solve any other problems that arise. 

3. Write a short note on “the benefits of successful and safe events”. (6)
Planning a successful and safe event ensures happy customers which in term creates additional benefits for the event planner. One of the benefits is the likelihood of being endorsed or used again by the client in the future. 
Careful planning ensures that there is efficient movement of consumers, staff and equipment throughout the venue which makes for a much more enjoyable party/meeting or conference. For every scale event, happy and contented crowds will lead to less incidents such as property damage or assaults which will in turn result in reduced costs of security, cleaning and repairs. Should there be any property damage or violence you would be less likely to be able to use that venue again in the future. Having a reduction in accidents and injury will reduce the rise of public liability claims and succeeding first aid and insurance costs. 

In addition to these points there is also the increased likelihood for long term sponsorship from the corporate and also community sectors as well as long term sustainability from the support of consumers, staff and community resulting in a business that is able to grow and develop. 

Case Study:
Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be the sequence of working procedures? (Please rewrite the followings in the correct order)

a) Acquisition of permits
b) Food and catering arrangements
c) Monitoring the event
d) Decorating
e) Budgeting
f) Carefully interviewing client to establish his goals, objectives and budget 

F, E, B, A, D,C
1. Carefully interviewing client to establish his goals, objectives and budget 
2. Budgeting
3. Food and Catering arrangements
4. Acquisition of Permits
5. Decorating
6. Monitoring the event
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