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Q1
I-The event planner must break down the tasks into phases because these phases will help him complete each task in a timely manner and prepare for the next phase to keep the work running smoothly.
II – During his first meeting with the client, the event planner should record certain types of information. He/she must save the client’s contact information; he/she must ask about the client’s goals for the event and the event’s profile. The event planner must ask about the size and the type of the event. Is it a conference or meeting or another type.  The schedule of the event should be asked about in the first conversation with the client. The profile of the event’s attendees is important information about the event. Also the event planner must ask about the benefits and losses of the client with the success of the event. The event planner should know the person who makes decisions and the person who is responsible for approving changes during the event. The role of the client is also very important so the event planner must ask him/her how he/she is going to participate in the event. Finally the event planner should point the number of staff members who are going to work with him/her.

III- It is very important for an event planner that he/she sticks to the budget when managing an event because the client’s expectations can often exceed the limits of what is physically possible and what is within the budget.  When the expectations of the client begin to break the laws of physics and the budget, the event planner need to gently and tactfully bring them back down to reality.
IV-The event manager has to consider many important factors when creating a site plan. The event planner has to consider the entrances for attendees and their proximity to transport and parking. The placement of the stage is another important factor. It has to provide good viewing areas and sight lines for the audience, but it shouldn’t interfere with other activities. The event planner should think about the access to power and water for the stage area, catering and toilets. He/she has to make sure that the placements of toilets and facilities are discreet and removed from catering areas for health reasons.  Placement of waste disposal bins should be in convenient places such as adjacent to catering areas. Another factor which is very important in the creation of the site plan is the placement of revenue raising activities which should be in high traffic locations to maximise income. Also the access for deliveries and emergency services is an essential factor. Finally, Placement of information, first-aid, lost children’s tent and security in central should be in highly visible locations. 
Q2- During the planning stage of the event, there are different types of plans.  Each plan includes a different task. These are the main kinds of plans: Creating plans, scope plans, cost plan, staffing plan, quality plan, communication plan, risk management plan, procurement plan, and schedule plan.
Q3-The event planner has to consider some main points when conducting a site survey. The following are some of the most important points which must be considered by the event planner: 
Make contact information with onsite personnel.  
Inquire about the facility rules. 
Verify access to the event space. 
Ask for a map of the interior of the building to record the path to the event space. Determine the most efficient interior route to take when moving equipment into the rooms. 
Inspect the event space to determine: ceiling height, the height of the chandelier and soffits, the sight lines, drawing availability.
 Note the location of all fire exits. 
 Investigate functionality of the house light controls.
 Learn how to operate the lights and electrical system. 
 Determine a safe power distribution path.
 Locate and test telecommunication connections. 
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