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Question 1
The event planner must always take to his duties and responsibilities to ensure a well-planned, organised and successful event. These duties and responsibilities are as follows:
1.1  The event planner must always first clearly understand the main purpose and objectives of the event as the objective could be trade shows, product launch, musical concert, etc.
1.2  The event planner must always specify the date the event will be holding on his calendar or checklist in order to be on a safe side, because he may have more than one event to plan during that period of time. For instance, an event planner may have to plan for conference and party at the same
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     time, specifying the dates on his calendar would help him/her work efficiently.
1.3  The event planner must clearly list out all event activities, schedule each activity and assign responsibilities and duties to the number of staffs with him/her.
1.4 The event planner must select an ideal location for staging the event, ensure the venue has an ecstatic appeal to the guests and also make sure the venue has adequate facilities such as stable power supply, reliable security team, cooperative management team, etc.
1.5  The event planner must always determine the event requirements such as, food and beverage requirements, budget requirements, and the concepts required for the events.
1.6 The planner should set up a team that will be responsible for setting up and bringing down the venue if the event. He must also monitor and supervise his team to ensure an excellent and outstanding event.
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Question 2
 The tasks of an event planner involves the following:
2.1 The event planner must undertake research activities. This is very important as it will help develop a desirable concept suitable for the event.
2.2 The event planner must create a unique design for the events. These design could include emergency exit signs, restroom signs, etc.
2.3 The event planner must choose an ideal location for the event.
2.4 The event planner must make provision for the means of transportation to and fro the event venue for the event supplies,equipments, workers,etc
2.5 The event planner must should create a unique invitation card and dispatch them to guests directly or at a location where it would be easily collected,if the cards cannot be delivered directly to them directly.
2.6 The event planner must make provisions for accommodation for guests, workers, etc.
2.7 The event planner must take catering ararngements, deciding which services he or she would make use of, either the venue’s catering services or would hire an external caterer.
2.8 The event planner must monitor and supervise workers to ensure a good job.
2.9 The event planner must always evaluate the event. This involves the planner taking notes of the processes at each planning stage till the end of the event to ensure he or she delivers the best of services to his client’s satisfaction. 



Full Name: Ayobami Fasesin
Student Number: 2841        
Page Number: 3
Question 3
 The five W’s in event creation their importance
3.1 WHY
Why are we hosting this event? This question should be the first question the planner any any other persons involved in the planning must ask themselves. There must be a clear view of the reasons or objectives the planner hopes to meet as it will help the planner originate best concepts for the events.
3.2 WHO
This refers to the invitees that will be attending the event. Planners should crically understand the target guests as it would help them provide the best concepts to meet their specific needs. In some cases, events invitees could be of different sets such as adults, youths, children, or of different sexs males, females, or of different classes, professions and associations.
3.3 WHEN
This involves setting the right period for the event. Picking the right date and time to host an event is very essential. Planners must consider some factors e.g economic factors. Planners should also consider the season of the year as to month, week,day, and time of the day the event will hold. It is recommended that planners should host an event for the seniors during the week, event for the family during the weekend and youths on weekend nights
3.4 WHERE
Choosing a suitable venue to stage an event is alsovery important. While choosing a venue, it is important the planner considers factors like operational values and ecstatic values, besides that, planners must also 
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consider other aspects such as adequate power supply, good catering services, security, comfortable restrooms, parking spaces,etc. Other desirable features include that is likely to contribute positively to creating ambience to the atmosphere of the event includes beautiful surroundings,botanical garden, etc
3.5 WHAT 
Developing a winning concept for an event is very important for its success. This helps to bring out the program as well as assists to create content for the event. So what the event planner needs to ask is how he can know and develop the right concepts for the event. 
First, planners need to undergo some research activities,this can be done online. Next, they can now bring on board the stakeholders of the event for some brain-stroming sessions, briefing them on their research findings and also trade creative ideas rounds of brain-storming sessions is required to finally arrive at a desirable outcome for creating a sustainable event concept after futher adjustment and development has been made.
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ANSWER 4
    It is important to always identify the event that may directly compete with the particular event being organized, doing this will help us determine our planning and marketing strategy. Here, we can look at our competitor’s SWOT analysis and marketing strategies.
1. SWOT ANALYSIS
Competition is everywhere, understanding the strength and weakness of our competition or potential competition is essential to ensuring a successful event. Here, we can begin to ask the following questions:
1.1  What are their strengths?
Concepts, price, services,conveniences,extensive inventory are all areas that we may find vulnerable.
1.2  What are their weaknesses?
Weaknesses are opportunities we should plan on taking advantage of. Knowing this will guide us through coming up with unique concept and market strategy to use for our event.
1.3  What are their objectives?
Do you intend on attracting prestigious guests? Would they get lots of the media attention? We should try to see event through their eyes in trying to achieve a valuable event.
1.4  How are they of threats?
Which of their strategies are of threat to us? We must also determine this as it is also critical to making sure we have a successful event.

2. MARKETING STRATEGY
What marketing strategies are they using? Here, we should look at their advertisements, market targets, public relations, social activities,etc.
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Evaluate their marketing and advertising campaigns. How they advertisetheir events will create a great opportunity to uncover their objectives andstrategies. Through advertisments, we can quickly determine their positions,strategies and targets employed to reachout to potential guest. We can also browse the internet for news, search twitter feeds, blogs as well as reviews as well as recommendation sites for possible information about their events.
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