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                                     Venue selection and operations 
 
1. 
I. The benefits to using a hotel for an event are most hotels are in very good locations close to major city's and main roads, good transport links for travalling guests. you will also find a hotel to suit every budget and occasion. A hotel can offer you a range of amenities and help you plan your event as a package with it having its own rooms for sleeping aswell as banqueting options this saves you from having to shop around and using individual suppliers.  
 
II. The basic steps when developing a site plan are... 
·  What requirements does the site have to have to hold the event. 
· Working out where is best to hold activities and place facilities on the site.  
· Being able to adapt the site plan if the need arises. 
· Using the site plan as a vital communications and planning tool. 
 
III. The main factors which need to be considered when selecting a venue include can the venue provide you with everything you need to hold a successful event? Can it hold the amount of guests you are expecting and thus being a safe environment for your guests overcrowding is a definate no no. has it got all the amenities you require? Power, lighting, toilets ,banqueting facilities  and good transport links. 
 
2.       A) An appropriate venue for the awards ceremony would be a restaurant it can lend itself to the                 informal relaxed dinner that the company wants. 
 
          B)The arrangements that would be required are... 
· sending of invites 
· visiting the restaurant 
· hiring or buying  of any additional décor  
· booking the entertainment 
· reserving any rooms in nearby hotel for stop over guests 
· making travel arrangement for anyone who needs it. 
 
 
       C)The facilities that would be required are... 
· Parking 
· center location or good travel links  
· Toilets 
· private room if possible  
· PA system with Microphone. 
 
       D) The attendee's could be entertained with a veriety of acts ranging from singer, Comedian, even a                bit of plate smashing.  
 3. 
   A) A good venue to hold this type of event would be a conference center with a hotel nearby. 
   B) The facilities that should be availible at the venue would include capacity to hold 500 people,                      transport links to airports and trains for travelling guests and a hotel very close by. it should have a          stage area  for product launch and also entertainment aswell as the option of banqueting facilities            to be hired in if they don’t have there own. 
  C) The seating arrangements for this event I think would be banqueting style so the tables are ready for        dinner and also giving people chance to network. 
  D) The dinner should be a fairly formal affair that consists of a starter, main and dessert. 
  E) I would allow at least 2-3 hours for dinner 500 people is a lot of people to eat and be served.
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