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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate.
	1.Duties and responsabilities of the event planner/coordinator
To organized and create an event for a person or a group safely
To manage a staff given the good responsibilities to the right person
2.Main tasks involved in event planning
Undertaking research activities
Creating a unique design fort the event
Selecting an ideal and venue
Catering arrangements
Making arrangements for transportation
Creating unique invitation cards and dispatching
Coordinating and supervising workers
Making provision for accommodation
Evaluation of the event
3. The 5 W of event creation and their importance in planning event
Why are we putting the event,
Who do we want to come to the event,
When is the best time to stage the event,
Where is the best place to stage the event,
What concept or idea will be serve the purposes of the event
4.How should an event planner evaluate a venue to make sure that it best
serves the event’s requirements?

He need to have a view facility
To enquire about audio/visual et equipment
Explore all catering options
Document is budget
Think about staffing, safety, catering,
Planning the meals, accessibility

5. When arranging for a refreshment break for a group of 1,000 people, an
event planner should allow…?
It’s good to arrange for a refreshment to the break time for 30-45 min
“An event planner is a person with appropriate skills for making timely
decisions.” Discuss this.
Event planner appropriate skills for makings timely decision …
Having a good time management and hability to work in deadline, make timely decision and know how arrange an expected situation
Short note about the benefits of successful and safe events
The benefits is than, corporate and community stakeholders will have confidence in the planners and endorse more sponsorship deals for them.

Case study
[bookmark: _GoBack]Adam is an event planner and deals particularly in the area of special party celebrations.
He received a call from a potential client, who wants the service. Their meeting has been
scheduled for the next week. If Adam gets this project, what do you think would be the
sequence of working procedures? (Please rewrite the following in the correct order)

a. Acquisition of permits
b. Food and catering arrangements
c. Monitoring the event
d. Decorating
e. Budgeting
f. Carefully interviewing client to establish his goals, objectives, and
budget

My answer is

f/e/a/ d/b/c
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