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1. I. WHEN WRITING AN EVENT MANAGEMENT PLAN WHICH SORT OF INFORMATION WOULD YOU NEED TO INCLUDE IN THE ‘EVENT DETAILS’ SECTION?
· The name of the event
· Date of the event
· Venue(s) and address(es)
· The nature of the venue i.e.: indoors or outdoors 
· The venue capacity
· Bump in start and finishing times
· Retro-fit start and finish times


II. WHO IS RESPONSIBLE TO ARRANGE FOR ANY TYPE OF INSURANCE REQUIRED FOR THE EVENT AND WHAT ARE THE BENEFITS IF TAKEN?
· It is the event planner’s responsibility to ensure that all necessary insurance are planned for and are arranged before the day of the event. 
· Having event insurance is worthwhile as it covers bad weather that will affect the event negatively. 
· Insurance also covers damage or theft of equipment and venue facilities which will reduce the effect of the event and company budgets.
· After doing all the planning, insurance will compensate the event company if the event is therefore cancelled. 
· Insurance will also cover patrons’ health care which will attend the event and may need emergency medical services during the event. 
· Insurance will also show the level of duty of care the company has in case of unfortunate lawsuits that may arise from the event. 


III. MOST OF THR PUBLIC EVENTS INVOLVE VARIETY OF SAFETY REQUIREMENTS POSED BY THE LOCAL COUNCILS AND OTHER DEPARTMENTS. WHICH TYPE OF PERMITS YOU MAY REQUIRE TO GET IN ORDER TO MEET THOSE REQUIREMENTS?
· Public assembly permit
· Fire safety permit
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· Alcohol use licence
· Food permits to allow catering services to sell and provide food to the event patrons. 
· Electrical permit to allow use of electrical equipment and power generating equipment throughout the venue.
· Close of road permit which will give permission to have a road closed foe events requiring that such as parades and charity walks. 
· Health and safety permit
· Special effect or firework permit
· Building permit to allow structures such as platforms to be set up on the venue.

IV. WHAT IS THE IMPORTANCE OF CONDUCTING S PRE-EVENT BRIEFING WITH THE PARTICIPANTS? WHICH SORT OF ISSUES SHOULD BE DISCUSSED IN A PRE-EVENT BRIEFING?
· The pre-event briefing is highly important as it is an opportunity for the event planner to make sure that all departments are clear about how the event should go. 
·  During this meeting, the event planner will make sure that all participants have all they need to perform their duties. Last minute needs will be expressed in this meeting. 
· Emergency contact details and the flow of communication channels will be reiterated. 
· Security and emergency procedures should be discussed to ensure every participant is aware.
· Time tabling of duties and the task confirmation will be covered in this meeting. 


V. A WELL MANAGED TICKETING PROCESS IS ESSENTIAL TO CONDUCT A SAFE AND WELL ORGANISED EVENT. HOW?
· During the ticketing and entry of an event, there can be congestion as patrons will be trying to get into the event quickly therefore an organised process will ensure that the crowds are incident free enhancing patron safety.
· Important information can be shared during this process that will help patrons have an incident free event. Information such as venue maps, emergency response contact numbers, rules and regulations of the venue etc will be distributed. 
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· Having a well managed ticketing process will build a good atmosphere amongst patrons as well as event staff personnel which is important for building a successful event.


VI. WHICH TYPE OF A DOCUMENT IS THE SITE PLAN? AND WHY IT IS SAID THAT A SITE PLAN IS AN ESSENTIAL TOOL IN EVENT PLANNING AND MANAGEMENT?
· A site plan is an event map as well as a communication document. 
· During the planning phase, this site plan will have information that is vital in acquiring equipment as well as how to set up the venue to produce the desired feel and ambiance also considering the health and safety aspects. 
· A site plan is vital for the running and planning of any event because it shows all event staff where everything should be set up and therefore the bump in time management will be in order. 
· All service heads will be able to use the site plan to ensure the flowing in and out of people and equipment happens according to the site plans so that there is no confusion and unnecessary congestion which will affect the event.
· This plan is useful for emergency response services to know how to get to incident areas in quick time to ensure that the problems are handled with the least effect to the surrounding activities and patrons. 


2. WHAT ARE THE BENEFITS OF CONDUCTING DE-BRIEFING AFTER THE EVENT? WHICH SORT OF INFORMATION IS GATHERED IN THIS TYPE OF MEETING?
· De-briefing meetings are important in that the stakeholders can give feed back as to how the event went and how it could have been made better.  This information will help the event planner in future. 
· During this meeting, all service heads can give a report in how each area worked throughout the event such as incidents that occurred and how they were responded to.
· Event attendance and feedback from patrons will be shared and that will help stakeholders and event planner to know what things stood out the most for patrons.
· Challenges faced such as breakage and equipment failure and how the challenges were dealt with will be information shared 
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3. PRODUCE AN OUTLINE FOR AN EVENT OF YOUR CHOICE. 
EVENT MANAGEMENT PLAN
A. EVENT DETAILS
	Name of event
	Family outdoor movie night.


	Reason and type of  event
	To show the latest family movie while bringing together families to raise money for the U17 school team rugby tour to Australia. 


	Venue and address

	Dubai International School Rugby field. 
Knowledge Village, 
Dubai.

	Contact person  
	Keith Camembert, school principal.


	Mobile number

	+97175448989

	Business contact number
	04578876

	Email address

	keithc@dis.ae

	Date of event 
	Saturday 6 June 2015


	Event start time

	6pm

	Event close time

	9pm

	Event theme
	· This event is targeting all those that would support school rugby and will encourage family bonding while helping to raise funds for this team of young sportsmen. 
· All ages will be invited and the content of the screening will be appropriate for family viewing. 
· This event will be held on the last Saturday before school term ends. 




B. EVENT PARTNERS AND CONTACT DETAILS:
	Name
	Designation
	Contact number and email address

	Drene Vhlahakis
	Team rugby coach

	055 234 5637

	Josephine Carlos
	Parents committee chairman

	052 977 6221

	Doug Marilier
	National rugby union manager

	056 987 6239

	Elton Chile
	Sportsman warehouse director

	051 234 3233

	Officer Ray M
	Dubai community police department head
	052 267 9790

	Hamilton Sammy
	NMC hospital emergency response team head
	055 567 8789

	Tammy B
	TJ sound and vision company director
	051 672 2179

	Lindsay T
	Millers catering company manager
	055 678 8768

	
	
	



C. EVENT BUDGET
	SERVICES REQUIRED

	COSTS in Dirahms


	SOUND AND VISION
Platform 
Screen structure set up
Sound system
Outdoor projector  system

	
1500 AED
  800 AED
2510 AED


	TICKET PRINTING AND ADVERTISING




	3330 AED 

	SNACKS





	2650 AED

	 PERMITS
Sound and entertainment permit
Food permit
Sale of merchandise permit
Public assembly permit
Building permit



	
20 AED

50 AED
95 AED
52AED
69AED

	ONSITE MEDICAL SERVICES

	500AED



	Total expenditure
	11,576AED


D. POTENTIAL SPONSORS
	Name 
	Services/ goods

	Sportsman warehouse
	Team regalia to sell

	Millers catering company
	Snacks to sell throughout the event

	TJ sound and vision company
	Set up and screening of the movie

	Happy kids entertainment
	Jumping castles and kids games

	National Rugby Union
	Ticket printing and Advertising costs

	School IT department
	Ticket and flyer designing 

	
	



E. REVENUE RAISING ACTIVITIES
· Sale of tickets
· Sale of food and drinks
· Sale of rugby team support regalia
· Raffle ticket selling of sponsored prizes
· Donations 
· Family photo booth 

F. HUMAN RESOURCES
For the success of this event, the following people will be essential:
· Gate keepers and ticket selling personnel
· Food selling personnel
· Master of ceremony
· Bump in helpers which can be the team and their parents
· School security guards

G. EVENT PROGRAM
	Activity
	Timing

	Bump in
	10am – 2pm


	Pre-event briefing
	3pm


	Gates open
	4pm


	Welcoming speech from school principal
Housekeeping announcements
	5.30pm

	Performance by cheerleaders squad MC 
	5.35pm


	Introduction of all team players
	5.40pm


	Interschool band performance
	5.50pm


	Introduction to the movie
	6.00pm


	Start of movie
	6. 05pm


	Raffle draws
	7.40pm


	Performance by rugby team
	7.55pm


	Family fun games and photo booth 
	8.00pm


	Event closing remarks
	9.00pm


	Retro-fit
	9.30pm – 11.30pm
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