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Assignment 1
Overview of Event management
1.
I. The duties and responsibilities of an event planner are to fulfill the client's brief to the best of your ability while taking into account the budget making sure your client doesn’t go over, making sure both venue and catering and entertainment is suitable for the range of guests your event will have, you are also responsible for the safety of the client and guests making sure that accidents are kept to an absolute minimum. The overall presentation of the event is also your responsibility , an event planner should be totally involved in every aspect of the event from pre-plan to clean up and everything in between. The level of professionlism should be the same whether it be a birthday party for 10 people or a concert for 10,000.
II. The main tasks in Event planning start with research, coming up with the design of the event the look and feel you want to give off. keeping a good eye on the budget making sure you find the best deals for your client, look for the perfect venue size and location wise big enough to hold the amount of expected guests and parking to match, Hiring any staff or outside caterers if they are required, finding suitable entertainment, making sure the guests get there invites and finally supervising the event.
III. The 5 W's in event creation are:
* Why? -Ask why we are putting on this event this means is this a celebration fundraiser,sporting event,concert or a conference.
* Who?- Who is likely to attend this event Family and friends, the public or business associates
* When?-When do we want this event to take place researching that there are no other events taking place at the same time or a similar nature so that your event gets maximum publicity and guests
* Where?-Where is best to hold this event, from likely guests at the event you must find a suitable venue that can accommodate best your clients and guests needs.
* What?- What idea will best serve the purpose of this event. what concept will suit the overall look your client and guests expect of the event.
IV.An event planner should evaluate a venue's suitability to hold an event by first asking about the amenities such as does it have an onsite business center? Can you put up event information or banners. Next you must view the facilities, how big is the venue? are the grounds and décor tidy? Is the room close to the kitchen (noise & smells) or the restrooms. Then inquire about the audio/visual equipment does the venue have wifi, facilities to have board meetings and conference calls or PA systems and lighting. lastly what are the catering options does the venue have a kitchen and own waiting staff or do you have to get outside caterers and staff.
V.When arranging a refreshment break for a group of 1000 people an event planner should leave between 30-45 minutes.
2.
An event planner is an appropriate person to make timely decisions because as the person who planned the event and all the components involved they will know what can be changed or added that will not compromise the event, they will also have a good idea of what can be achieved at short notice therefore able to make quick and decisive decisions when put on the spot. As an event planner you may have come across a similar problem before at another event so therefore already know a good solution.
3.
The benefits of a successful and safe event apart from the enjoyment and wellbeing of all your guests is the great publicity you will receive, along with hopefully return custom from either the client or guests. You will also gain a good reputation with the people you have worked with caterers, waiting staff and any partners or advertisers involved in the project this can then make it easier to plan future events as you will have good contacts and they will respect you and want to work with you again. It can also help with trying to acquire permits you are more likely to be granted them due to the success of previous events.
Case study.
A)carefully interviewing client to establish his goals, objectives and budget
B)Budgeting
C)acquisition of permits
D)Food and catering arrangements
E)Decorating
F)monitoring the event.
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