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1I. HOW IS THE OPENING FOR AN EVENT DIFFERENT FROM THE REST OF THE EVENT AND WHY?
· The opening for an event is different in the rest of the event as it is usually a ceremony or celebration that is filled with entertainment because it will be setting the tone for the rest of the event like an icebreaker.
· Guest entertainers and performers can be incorporated into the opening event and will not be required for the rest of the event where there is work and goals that will need to be reached. 
· For example, at a cricket world cup opening ceremony, famous sports legends can be asked to host the event to inspire the teams and build the momentum before the games and competition begin.


II. WHY IS IT IMPORTANT TO HAVE DEFINED A VISION BEFORE PLANNING A MEETING?
· Having a defined vision before planning a meeting is highly important as it will give the meeting direction and will save valuable time and reduce confusion. 
· Having an agenda for a meeting will also help those attending to have a clear picture of what is required to be achieved in the meeting and can focus on it collectively. 
· Defining a vision for a meeting will also give confidence to the chairperson which is required to get the best out of the attendees.
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III. LIST THE MAIN TASKS WHICH A WEDDING PLANNER IS REQUIRED TO PERFORM.
· Conduct regular meetings with the bride and groom and possible family members
· Setting the wedding budget
· Coming up with theme options 
· Finding a venue
· Getting the invitations ready and sent in good time
· Finding the right caterer
· Organising transportation for people and equipment to and from the wedding venue
· Organising accommodation for out of town guests
· Assisting the bridal team with finding the right clothes for the wedding
· Running the rehearsal 
· Hiring security for the day 
· Dealing with last minute emergencies 
· Setting up the venue
· Coordinating the event program and making sure everything is going as planned
· Cleaning up after the wedding and conducting inventory of hired equipment
· Paying of hired services and equipment



IV. EXPLAIN THE IMPORTANCE OF GOOD SECURITY MEASURES WHEN PLANNING AN EVENT.
· Good security measures will make the event attendees have an awareness that will help most behave in acceptable ways.
· Making people feel that there are people that will ensure of their safety will create a good environment for those working at the event.
· Good security will build confidence and trust for the planning company therefore getting more business through referrals based on successful events.
· A lot of loss and damage can be avoided with the presence of security during an event therefore the no money will be lost unnecessarily.


V. OUTLINE THE IMPORTANT FACTORS WHICH MUST BE CONSIDERED WHEN PLANNING A CONFERENCE.
· Purpose of the conference as it will have a bearing on the location and set up of the conference rooms
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· The number of expected attendees to ensure that the space is adequate and that the set up of the conference rooms fit the purpose of the conference itself.
· The location of the conference as that will determine if accommodation and transport will be required for the attendees.
· The facilities and if sound and visual equipment is will be required to be hired from outside the venue. 


2. WEDDING PLANNING AND SPECIAL PARTY CELEBRATIONS HAVE SOMETHING IN COMMON. DISCUSS. 
· The tasks of the event planner are similar for both wedding and special event planning. Understanding the vision and constructing a theme, planning a budget, sending invitations, finding a venue and hiring services such as a caterer, decor and sound and entertainment personnel. Just as in wedding planning, the planner has to organise the transport and accommodation required, set up the venue and coordinate events throughout the event. Special celebrations will have last minute issues that the planner has to deal with as they come up. Post event clean up and evaluation which includes inventory of hired equipment and payment of all services is done for both types of events. 


3. OUTLINE THE MAIN SECTORS FOR EVENT PLANNING AND PROVIDE ONE EXAMPLE OF EVENT WHICH FALLS WITHIN EACH SECTOR. HOW THE PLANNING REQUIREMENTS DIFFER FOR DIFFEENT TYPLES OF EVENTS. 
· Corporate event planning is one of the event sectors that deal with company events which may be for employees, clients or stakeholders. An example is when a company plans to have a staff Christmas party which are normally held towards the end of the year. 
· Social event planning covers leisure and private events. For example, planning a musical concert to raise funds for a charity cause. 
· Planning requirements differ for all different types of events mainly because the themes are different. Event planning is in direct relation to the specifics required for each event and those will determine how the planning process will be set up and executed.
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CASE STUDY

a) LIST SOME QUESTIONS WHICH GEROGE WILL ASK THEM IN THE MEETING. 
· Who will be paying for the rest of the wedding?
· Have you come up with the guest list and how many people are you looking to attend?
· Are you expecting any guests from out of town and how many will require transport and accommodation?
· How do you envision this day to be and how would you like it to be?                                                                                                          
· What kind of food would you like to be served?
· What is the size of the bridal team?
· Have you found a wedding dress you like and what would you like the bridal team to wear?
· Who would you like to be included in the planning process?


b) LIST SOME OF THE TASKS IN WHICH GEORGE CAN HELP THEM NOW.
· Visit the venue and meet with venue manager.
· Plan the budget
· Finalise guest list and send invitations
· Put together theme options for the couple
· Book accommodation
· Find a caterer and conduct menu planning and food tasting
· Secure sound equipment and photographer
· Find the required decor 


c) WHICH BENEFITS WILL THEY GET BY HIRING GEORGE FOR PLANNING THEIR WEDDING?
· Due to the short time left to plan the event, George being the event planning professional has contacts that can be hired due to his connection with them. 
· They will have less to worry about as he will make sure everything required for this day is met. 
· George can also help in planning their honeymoon. 
· Having an experienced professional like George, they can be given options and ideas that will help make their day more memorable and unique. 
· Having George as their planner will be good for their budget management as he will be able to make sure they stay within the budget while doing everything possible to give them the day they envision. 
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