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Assessment 3

1. Short questions (15 marks)

I. Why an Event Planner must break down the tasks into phases?
The need to break down tasks in phases enables tasks to be properly organised (The Event Planning Process Handout, 2014).  The phases “will help the event planner complete each task in a timely manner and prepare for the next phase” (The Event Planning Process Handout, 2014, p.1) allowing for the smooth running of an event.
The Event Planning Process Handout (2014, p.1-2) describes the six phases of event planning as being: “initiating”, “planning”, “executing”, “monitoring”, “controlling” and “closing”.  This goes from the very beginning when the idea of holding an event is formed and the Event Planner is engaged, right through to the close and clear up of an event. 
The event will not be successful without each of these phases being properly executed, although there is likely to be crossover between the phases.  Each phase is important in its own right and has a significant part to play in the event’s success.


II. Which type of information an Event Planner will record during his first meeting with the client?
There is numerous information that an Event Planner will need to gather at the initial meeting with the client.  The Event Planning Process Handout (2014) informs that the quality of the information gathered at this meeting supports the Event Planner and sets the foundation for the whole event process.
The Event Planning Process Handout (2014) outlines the types of information typically recorded by the Event Planner by describing the client’s needs, the needs of the event, and the needs of the presenter.  
The Event Planner will need to understand who the client is, what the client’s contact details are, who the point of contact is for the event, what the client hopes to achieve and their goals from the event, the output of the event, such as what can be lost or gained from the event’s success, and how the client wishes to participate in the meetings (The Event Planning Process Handout, 2014).
More specifically for the event, the Event Planner will need to establish what the event profile is, who approves changes to the event, who makes the final decisions, what size the event will be, whether the event is a conference, meeting or exhibition, what the event schedule is and what the attendee profile is (The Event Planning Process Handout, 2014).
As well as these, the presenters’ requirements and equipment needs should be recorded (The Event Planning Process Handout, 2014).


III. It is very important for an Event Planner that he sticks to the budget when managing an event.  Why?
The event budget supports with the planning of the event within the Client’s and Event Planner’s expectations and requirements.
As the budget is usually agreed in the initial meetings between the Client and Event Planner, to stick to the budget will help with the Event Planner’s credibility, as they are keeping to the agreement they initially made.
Sticking to the budget is also important as it manages the Client’s expectations.  The Client wants the event to be a success and well-remembered and may get carried away with their ideas of how that can happen.  It will then be the Event Planner’s role to “gently and tactfully bring them back down to reality” (The Event Planning Process Handout, 2014, p.15).
If the event is a long way outside of the planned and agreed budget, this potentially means that something has gone wrong at the planning phase.  It makes for a poorly planned event and could strongly impact on the event’s success.  It could also make the event unfeasible to run, again impacting on the Event Planner’s credibility.
Depending on the type and reason for the event, if it is a not-for-profit event, not sticking to the budget could have significant implications for the Client.


IV. List the important factors to consider when creating a site plan.
The Event Planning Process Handout (2014, p.19) describes the site map as a “major planning tool”.  It can be seen that after choosing the venue, the site plan is the first thing to consider (The Event Planning Process Handout, 2014).  
One important consideration is that different audiences will be using the site plan, such as staff organising the event, suppliers and invited guests as well as emergency services and the attendees (The Event Planning Process Handout, 2014) and for this reason different versions of the site plan may need to be created.
The Event Planning Process Handout (2014) details a number of considerations when creating a site plan, these include:
· Where the attendees will be entering the event and the distance between the entrances and parking
· Access points for any deliveries to the site and emergency services if required
· With regards to the staging, where it will be situated needs to be considered, as there will need to be plenty of space for audiences to view the performances.  There also needs to be accessibility to power and water for the performers and catering and toilets for the audience
· For outdoor events, there need to be consideration for sheltered areas
· There needs to be adequate space and direction for people to walk safely and freely around the event
· Consideration to where there is going to be most movement of people and then placing the activities raising revenue in these areas to allow for maximum income
· The overall structure and layout of the site needs to be thoroughly considered to allow for a more enjoyable experience for the audience
Other considerations are the placement of key areas (The Event Planning Process Handout, 2014):
· Catering - It needs to fit with the audience’s needs, such as being close to seating and shaded areas
· Toilets – These will need to be easily accessible but also discreet and away from catering areas
· Stages – These will need to be placed in such place that does not interfere with other activities and allows for the management of the sound
· Waste disposal bins – These will need to be placed conveniently for the audience around the site, such as near catering areas
· Health and safety – There will need to be visible allocated places for information points, first aid, lost children points of contact and security
· Signage – There needs to be directional signage around the site 


2. ‘The purpose of the planning phase is to create plans to achieve goals you set for the event’.  Please explain which types of plans are created for the event at this stage.  (7 marks)
In the planning phase for the event, the Event Planner is planning for both the expected and unexpected tasks and issues that are likely to happen (The Event Planning Process Handout, 2014).  Having these plans in place allows everyone involved to know exactly what is happening and when and gives them the opportunity to be able to effectively react to the unexpected situations (The Event Planning Process Handout, 2014).  
The Event Planning Process Handout (2014) describes a number of plans that need to be compiled.
One of the plans is the Scope Plan.  This plan is related to the size of the event (The Event Planning Process Handout, 2014).  In order to create this plan, it must first be established the maximum attendee numbers and space required (The Event Planning Process Handout, 2014).  The Event Planning Process Handout (2014) acknowledges one of the challenges with this plan is getting the balance between the client’s expectations and keeping within the event budget.
The Event Planning Process Handout (2014) identifies another type of plan required in the planning phase as the Cost Plan.  The first thing to do is establish how much the client and Event Planning company are willing to spend and once the Cost Plan is created, the result will be the budgets (The Event Planning Process Handout, 2014).  A consideration when producing the Cost Plan is that it must incorporate the cost of resources as well as the cost of decisions made throughout the whole event planning process (The Event Planning Process Handout, 2014).
The Staffing Plan is conceived after the schedule is established (The Event Planning Process Handout, 2014).  The Staffing Plan should derive from listing all the tasks that need completing, all the skills required to do these tasks, when the tasks need completing and the amount of people needed for each task (The Event Planning Process Handout, 2014).
Another plan is the Quality Plan.  The Quality Plan focuses on providing the client with the best quality service (The Event Planning Process Handout, 2014).  This plan can closely link to the Staffing Plan, for example, the quality of staff hired for the event can strongly influence the quality of the event (The Event Planning Process Handout, 2014).
The Communications Plan looks at the “chain of communication” (The Event Planning Process Handout, 2014, p.8).  This means that any changes are communicated to the people that are affected by the change with the impact this has on the event (The Event Planning Process Handout, 2014).  The Communications Plan is designed to detail how this will happen.
The Risk Management Plan is designed to reduce risk but also plan how to quickly respond to any risks that occur, based on priority (The Event Planning Process Handout, 2014).  This is then an ongoing “process of checking and monitoring” potential risks during the event (The Event Planning Process Handout, 2014, p.8).
Procurement Plans are created after it has been established what the number of resources needed to complete the event is (The Event Planning Process Handout, 2014).  It will also need to be understood the number of things needed to be purchased or rented and then when they will be needed and how they are going to be obtained (The Event Planning Process Handout, 2014).  There are a number of things within the Procurement Plan that will need to be included, such as if and when contracts need to be signed, cost comparisons, and researching and choosing suppliers (The Event Planning Process Handout, 2014).
The other plan needed to be completed is the Schedule Plan.  Each event is unique and each client and Event Planner may have a different approach to the event, so the Schedule Plan will differ according to their needs.  According to The Event Planning Process Handout (2014, p.9), the Schedule Plan is created for the following purposes: “to run an efficient event and meet the client’s expectations”.  In order to do this, the plan will need to include the other plans.
By creating, revisiting and revising each one of these plans, it will help in identifying the tasks needed to achieve the event’s goals and keep the planning on track to achieve a successful event (The Event Planning Process Handout, 2014).


3. ‘Before choosing a venue it is crucial to conduct a site survey’.  Describe the main points to consider when conducting a site survey.  (8 marks)
“Conducting a site survey is very important to the success of the event” (The Event Planning Process Handout, 2014, p.13).  Making sure the needs of the client are met and the venue is suitable for the event would need to be established before the venue is decided.  Shone (2001, p.142) states that “the preparation phase of the process will consist not only of venue finding but also of logistics”.  The logistics are described as “the discipline of planning and organising the flow of goods, equipment and people to their point of use” (Shone, 2001, p.142).  The Event Planning Process (2014) further describes the consideration of equipment needs and installation space therefore demonstrating that when the site survey is conducted, these are all part of the key considerations that need to be recorded.
Site surveys should be conducted by a “skilled AV professional” as part of the proposal phase and initial conversations (The Event Planning Process Handout, 2014, p.10).  The Event Planning Process Handout (2014) outlines that this helps to reduce the risk of mistakes and makes better use of time as continual visits to the site to gather information can be avoided, as well as allowing the AV professional to make detailed equipment lists to meet the needs to the client and the venue.  Therefore, one point to consider with carrying out a site survey is who is going to conduct it.
It should also be considered who is responsible to approve any required changes and this should be agreed at an early stage (The Event Planning Process Handout, 2014). This person and the AV technician would then work closely together to make sure that any changes can be approved and implemented quickly.  An approval procedure to allow changes to be made to the set up would be agreed and communicated before the event (The Event Planning Process, 2014).
When conducting a site survey, The Event Planning Process (2014) outlines the following points that should be considered and/or actioned:
· Be in contact with staff on site.  This involves collecting the contact names, numbers and email addresses, as well as asking about the facility rules and liability insurance requirements
· Assess any relevant procedures, including for the loading bay.
· Agree with the venue the access to the event.  Considerations for this include measurements to make sure equipment can get through doors, whether ramps or forklifts are required, and any time or security restrictions
· Establish how accessible the elevator is by taking measurements
· Establish how accessible it is to the event space by taking measurements of the doorways and hallways
· Obtain a map of the inside of the building and work out the equipment route to the event space
· Be in contact with the security team to understand what hours they work, if any doors are locked and when rooms can be accessed
· Obtain information on city and time restrictions for vehicles on the road or docks
· Assess the event space.  Information that is required includes the height of the ceiling and lighting
· Record all the fire exits
· Communicate with riggers to gain relevant information from them 
· Gain knowledge and understanding of how the lighting and electrical system works
· Decide on the safest way to get power to where it is required
· Research and test the telecommunications, it may be necessary to meet with specialists for the service required
· It is important to make and record any observations and complete any site surveys forms where required
· Consider how tasks are allocated, for example, union members but not be permitted to carry out particular tasks
It can be seen from the points highlighted that site surveys are an integral part of the planning process and it is important to choose the right venue based on the findings to support in the success of the event.
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