ASSIGNMENT
1. Explains the duties and responsiblities of an event planner/ coordinator

An event coordinator has so many responsibilities in order to organized a successful event, but in my personal opinion the main responsibility is to achieve the specific goals, set it for the clients. The event planner has the responsibility of conducting a research in order to identify the category of the event and after that analyzed the activities, food, logistic, budget that will allow to create and organized a successful event that exceed the expectations of the clients. 

2. Outline the main task involved in event planning

The Main task involved in event planning are :
1. Research of the type of event that will take place
2. Research about ideas and activities
3. Create a unique idea for the event 
4. Create an outline for the event that will include detail information about the time and order in which the activities will take place  
5. Choose the best place for the event 
6. Select the catering 
7. Arrange the transportation (time and place for pick up/ drop off)
8. Design the invitations and dispatching it 
9. Be at the event, coordinating the last details at the same time that supervising workers
10. Evaluate the event, having a last meeting with the client, and always learning from the things that can be improve 

3. What are the five ws in event creation? And what is their importance when planning an event?

· WHY: is the first one and most important because the event planner has to know the reason why the client wants to put together the event. So can set down the expectations for the same.
· WHO: in order to organized a successful event, is important to know who is the client and who is going to assist to the event as a guests, this can help the event planner to create activities and choose food and places that will satisfy the taste of the guests. 
· WHEN: this one is really important because the event planner cant choose whatever day or the day that they want, it has to take place a conversation with the client in order to identify the best day for them and for their guests. This W is important because the event planner has to have in their mind the dates of other places are taking place, or religious events that will create some kind of conflict with the event that they are trying to  put together.
· WHERE: The where has to be taking in consideration. It will be outside of the city? People will need extra transportation to go there? Do people have to walk to go to this place? Is this place save and secure? Is this place big enough for the guests?
· WHAT: This question will help the event planner and the client identify the concept of the event. What is all about . 
4. Explain the importance of indentifying other events is advance, which may directly compete with the one you are going to organise. 

Identify other events in advance will make that my event has a big amount of assistance. For example if I am planning a party on a X day and the same date is going to take place a concert of the favorite singer of my guests, there is a huge probability that some of my guests wont assist to my event to go to the concert. Or if I am planning a corporate event on Christmas day, probably a lot of my guests will prefer to stay at home with their families. 

[bookmark: _GoBack]Is really important to choose a good day that will work no just for the client but for the guest because one of the main duties of an event coordinator is to increase the assistance, in order to get the message across the target, especially when is a promotion event. 



