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Question 1
i. The term evaluation means assessing an events success thoroughly and determining if the main objectives of the event were accomplished.  It is the act of monitoring the event in detail, looking back on what activities took place during the event, what outputs were produced, what impact did it have, identifying and resolving problems and finally measuring for success. It is gathering of the data available and thorough analysis of that data with the scope of improving the service in the future.  

ii. It is extremely important to evaluate an event as it measures the success of the event and determines whether the objectives were reached.  It is necessary to look back on all of the activities carried out at the event, determine if they we carried out successfully or not and to look at what mistakes were made in order to learn from and avoid the same mistakes in the future thus improving the service you offer and your reputation as an event manager. Without evaluating events you would not be able to grow as an organization.  It is there to assist in identifying and resolving problems in an effective manner. It helps to look for ways to improve the event in the future.  It guarantees that any errors will be corrected and anything that worked well with be noted.  

iii. An Event is evaluated in the follow manner:

a) Deciding what is the main purpose of the event e.g. what is it you wish to achieve
b) Determining how to measure this – what methods will be used
c) Collecting all the necessary data in order to analyze it effectively
d) Summarizing the results in a report to be shared with all stakeholders 

iv. The methods used for effective evaluation are as follows:
a) Holding a survey at the event which the participants will fill out either on line or on paper.  This can be an anonymous survey and is more specifically for finding out if the attendees enjoyed the event, found the content useful and enjoyed the entertainment and catering.

b) If the event was a large event that had media coverage then it would be possible to find out what media coverage it had and whether it was good or bad press.

c) Holding a de-briefing session immediately after the event with all staff and the main stakeholders.  This kind of evaluation will determine if each person carried out their duties efficiently and effectively, if they had any problems during the event and how they were handled and if they heard any complaints or grievances from attendees during the event which could be avoided or improved on.

d) Analysis of the financial report to see if the event was a financial success. If the event was a financial success was it because there was a higher number of attendees than previously expected? Should tickets have been sold at a higher or lower price, should they have been sold earlier or later in order to sell out?  Was there room for a second date if the event was a concert than sold out early?

e) Analysis of the reaction in the local community to the event should the event be connected to the community in some way.  For example if the event was a local festival in a small town, did the festival boost sales for the businesses in the town or did they find the event caused issues with traffic or over-crowding fro accommodation purposes.  Did they feel that the event was handled professionally and what could have been improved.



Question 2
The following groups could benefit from evaluation data as outlined.
a) Organizers would benefit as they can look at whether the purpose of the event was achieved, whether everyone carried out their duties successfully and effectively, whether any balls were dropped on the day and what errors happened and how this could be avoided in the future, whether the layout of the venue worked for the number of attendees, whether the attendees felt looked after and enjoyed the event on a whole and whether the catering was enjoyed.
b) Performers would benefit as it would help them to see if their act had been appreciated and if the attendees felt it fitted into the flow of the day or for example people had felt that the performance should have taken place more frequently through-out the day or if they felt that it should have started earlier or later in the day.  Were all audiences catered for with the entertainment and did it fit the audience.  Participants could also determine whether their speech or talk was valued and appreciated or whether people felt that it went on for too long or that the content was not useful or relevant.  They could also determine if people enjoyed the content and flow of the days Agenda or if people had felt it was too long a day with not enough energizers to keep people focused.  
c) The Audience would benefit by the evaluation as they would get to give feedback on whether they enjoyed the event and how the accommodation was if they were staying over in hotels, what the transport had been like and whether they felt the event had been useful or beneficial to them in some way.  If it was entertainment event only they would be able to give feedback as to the quality of the performers and the quality of sound and stage engineering.  Had they felt that it was too crowded, was their ample catering available and what was the quality of the catering and the services at the venue in question.  All this helps make sure that the audience will have an improved event the next time and will know that they are valued by the event host.   Knowing the audience attendees will help the event manager better cater for their needs the next time.  The audience can also get to input their own ideas for improvements to the event such as more entertainment for children if it is a family fair or more variety in the catering.  They can also give opinions on whether the entertainment was fitting for the type of event.  
d) Event partners benefit from the evaluation as they can see whether the partnership is lucrative, successful and if there is room for improvements anywhere.  They can build a stronger partnership through sharing information and ideas on how to better cater for future clients.  They may determine that more staff are required in order to improve services or better qualified staff are required to make sure the job is done effectively and to a high standard. 

Question 3 
The importance of an event survey is to gather all possible details on attendees for marketing purposes such as age group, address, nationality, income, contact details, method of transport used, accommodation used, source of ticket sale, where they heard about the event, and finally event feedback. 

There are several survey methods and one very effective method is the survey that the audience takes right after an event while they are still on-site in the form of an event questionnaire to be filled out.  This helps to capture all event attendees details while also getting important feedback about the event itself while it is fresh in their minds.  It is more successful than emailing a questionnaire which risks going into spam for a start as well as the fact that many people will not bother to event read the mail never mind respond as they would give less importance to it.  Keeping the questionnaire short and to the point is more effective than a long winded survey.  Surveying people right after an event is also more effective as people are more likely to see it as a way to gather their feedback and look for their opinion on the success of the event and not as a marketing tool.

Direct questioning of a select amount of key people who either worked on the event, participated in the event or attended the event.  This method is good if the people are unlikely to find the time to fill out a questionnaire of there is a language or culture barrier and the people speaking would be better able to express themselves in words rather than in writing.  This is an effective way when used with a focus group immediately after an event.  It would be a good idea to have a representative from each different aspect of the event such as catering, registration, audience, stage, sound/lighting, security at the focus group so as to get a 360 view of the event and this method is really only used to determine the success of the event over all.

Using a mobile phone App to survey attendees is in my opinion the most effective method to date as not only do you have all the attendees contact details but also it is easy to use, quick, available immediately and attendees can be made aware of it at the beginning of an event and can give feedback in real time immediately after each speaker.  This then helps to  gather real-time information even before the event has finished.  It is a very popular method of surveying at corporate events and conventions.  People are requested to familiarise themselves with the App prior to the event kick off and there can be a team working on gathering the feedback real-time in order to share some of the feedback with the attendees at the event if it is positive.  For example, if a key note speaker was given a 10 score for his speech it could be shared with him on the day.    It can also be very effective if there were several complaints about not hearing well in the room which could then be rectified during the event instead of the problem persisting for the duration of the day.  Another example is if the food was surveyed on the App and it was mentioned no variety for vegetarians at the lunch. This could then be rectified before the dinner seating if this was the type of event it was.  
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