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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.
An Event planner/Coordinator has a wide range of duties and responsibilities  usually including a pre-planning activity, planning the logistics, budgeting, scheduling the event, deciding the venue and making sure it also has all technical/audio visual requirements, employing the right staff, making catering and entertainment arrangements, adhering to the  health & safety regulations, as well as making the event accessible, whilst providing support to participants with special needs and finally returning the facility in the same conditions it was found. 

II. Outline the main tasks involved in event planning.
The main tasks involved in event planning include the following:
Conducting research, creating a detailed event project/design, prepare a proposal and submitting it to the client, finding a venue suitable for the size of the group and the purpose of the event, making a budget including all expenses for all areas of the event, making arrangements for catering, decoration, entertainment, equipment, planning transportation for attendees and arranging accommodation, coordinating the activities of staff  and if necessary hiring new employees, supervising while onsite. Finally it is important to evaluate the event at the end. 

III. What are the five W’s in Event Creation and what is their importance when planning an event?
The five W’s are five questions that help to focus on the most important elements when starting to plan an event. 
Why are we organizing the event? This question help us to focus on the purpose of the even
Who do we want to attract to the event? This question help us to define the target audience that we want to attract, for example children & families, or teenagers, or senior etc.
When is the best time to hold the event? It helps us to decide on the right time or season and to exclude times when it is not suitable to hold the event.  
Where is the best place to hold the event? It helps us to focus on finding the right place, large enough with all necessary requirements.
What concept will best serve the objective of the event? It helps us to find an idea or concept for our event.

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

When selecting a venue an Event Planner should always have in mind the kind of event he/she is organizing and the atmosphere he/she wants to create. 
Based on these elements he/she should then consider some basic features such as the size of the space required, the set-up of the chairs, the vicinity of toilets to the event space, the room for a stage and necessary technical equipment as well as the presence of power. He/she should also consider the possibility of placing directional signs, the available times for accessing the space and the rules of the venue. 

V. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow: 
30 minutes


2. An event planner is a person with appropriate skills for making timely decisions. ‘Discuss.

A competent event planner is someone who has the experience and skills necessary to plan and execute an event safely. He/ She needs to possess a mix of skills in order to be successful in his/her profession, and these may vary depending on the role and the area of specialization.
For making timely decisions he/she will  need to  have  good time management skills, the ability to organize people and resources as well as the ability to analyze and solve problems. Some problems may arise from unexpected incidents that are why a good event planner should make a risk assessment to reduce the possibility of incidents and be more prepared to handle the situation.   If an event planner lacks competency in problem solving the project may be compromised. Taking timely decisions is to act promptly in order to get a job done, which does not necessarily means to act immediately. Sometimes it is good to take sufficient time to consider the alternatives. However when a decision needs to be made, the event planner should not procrastinate.  Problem solving will also depend on his/her ability to communicate well and efficiently with the team as well as customers. An event planner will need to know how to delegate roles and responsibilities effectively and will be able to work well under pressure, staying calm and collected when problems arise. 

3. Write a short note on “the benefits of successful and safe events”.
It is important for an event manager to invest time and resources in a thorough planning and organization of a successful and safe event because this will bring a number of benefits. To this respect the compliance to health & safety procedures and the wise and careful planning of logistics can help in running things smoothly.
As a consequence participants and staff will have a good experience of their attendance, resulting in a good feedback for the event and the company.
Furthermore contented attendees are less likely to create problems of assaults and property damage; therefore there will be a reduction of the cost of security, cleaning and repairs in case of damage. Also the cost for public liability as well as first aid and insurance will be reduced.
Furthermore, it will be possible to respond faster to unplanned incidents which create safer environments for participants.
Organizing a successful and safe event will also create a positive feedback among companies and sponsors attending, thus increasing the future possibilities of support from these companies.



4. 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


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