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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 – I – The “Event Details” section of an event management plan should indicate the venue where the event will take place, the times and dates of the event, and the required bump in and retro-fit time.

1 – II – The event manager is responsible to arrange for any type of insurance required for the event. These insurances are required to comply with legal responsibilities and to avoid liability in case of legal action. Copies of insurance documents should also be kept in case of an insurance claim.

1 – III – The permits necessary to meet most public events’ health and safety requirements include fire safety permit, food vendor’s permit, parade permits, fireworks permit, road closure permit, building permit, public assembly permit, etc.

1 – IV – Conducting a pre-event meeting is essential in order to ensure that all participants have the same vision of the event, that everyone as a clear idea of what will happen during the event and how will it happen, and what action to take in case of an emergency. During this meeting will be discussed relevant issues such as communication, timings, security and emergency procedures.

1 – V – A well-managed ticketing process is essential to conduct a safe and well organized event because it allows to predict and control the crowd size. This process allows for the event manager to evaluate the number of attendees and create a strategy that will promote crowd mobility and prevent overcrowding by using multiple entrances (as in a stadium) or segmented times of arrival. It also provides a medium to distribute additional information regarding restrictions, services, and personal health and safety warnings, which will in turn result in a safer event.

1 – VI – The site plan is a map of the event facilities used as a guide during the planning of the event and as a reference during its execution. This plan is an essential planning and management tool because it allows the event planner to have an overall view of the space available, which will in turn facilitate the planning of routes for equipment, staff, and attendees, the location of entrances and exits, emergency routes, stage location, first aid posts and fire extinguishers, toilet facilities, etc. during the planning of the event. During its execution, it helps attendees locating these facilities and facilitates crowd mobility, and allows for staff members and emergency personal to quickly and easily navigate the venue for a better service.

2 – Conducting a debriefing after the event is beneficial because it is an evaluation tool that allows the event planner to learn and improve for future events. After the event is concluded it is essential that the whole process is analyzed in order to determine what was successful, what wasn’t, and why. All of this feedback will ensure that the next event will focus on the parts that were successful and discard the ones that weren’t. For example, an outdoor event has both hamburgers and hot dog stands, in the end of that event, it’s noted that the hamburger stand only made 23% profit compared to the hot dogs stands. On the following event, the budget only allows for one food stand and a decision needs to be made regarding which food stand it will be. By noticing and acknowledging the difference between profits of the previous event in the debriefing session, it is possible to make an informed decision for each stand will have the most profit and would be worth the investment. If the event planner had not perform a debriefing, he would not be able to make a good decision now, and choosing between food stands would have been a guess at best.
These meetings usually discuss information such as attendance of the event, incident data, how well the organizing committee worked together, if reality matched expectations, was there enough time for the activities, what could be better, etc.; and it should be held as close as possible to the conclusion of the event while the information and the experience is still fresh in order to ensure that the feedback is correct. 

3 – EVENT OUTLINE:

A. Purpose and Type of Event
ART SHOW – Sunday, 18th October 2015 from 5:00pm until 12:00am
Promotion of local artists

B. Partners
ABC Galleries
Local Artist Association
Retailer of painting supplies

C. Budget
COSTS:
£200 – Art transportation
£1.000 - Catering
£500 – Security
£1.000 – Staff
£300 – Rent and utilities
£500 - Marketing
TOTAL: £3.500

REVENUE:
£4.000 – Tickets (£20 each x 200pax expected)
£700 – Commissions on paintings
£750 – Local Sponsors

D. Performers
Local Painters
Performance Art Group

E. Timeline
5:00pm – Gallery Opening and attendees arrival
5:30pm – Speech from Local Artist Association’s President
5:45pm – Open viewing of gallery
7:30pm – Serving of canapés and drinks
10:00pm – Q&A Session with artists
11:00pm – Performance by “Performance Art Group”
12:00am – Closing

F. Physical and Human Resources
Stands for the paintings
Microphones and sound system for speech and Q&A
20 waiters for serving of canapés and drinks

G. Target Audience
Age: 35 – 55
Status: Middle / Upper-Middle

H. Promotional Activities
Advertising in local radio station and newspaper
[bookmark: _GoBack]Placement of posters around town
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