
1. Explain the duties and responsibilities of an event planner/coordinator.
Answer.
The duties and responsibilities of an event planner/coordinator are as follows:
1. The smooth ruing of an event from start to completion.
2. Ensuring that all details that would make the event a success are adequately taken care of i.e. the catering arrangements, logistics, identification of a suitable venue etc.
3. Coordinating all stakeholders/vendors to ensure that they deliver their services on time.
4. Put together a team to create ad execute effectively the event concept.
5. Selecting an ideal location for the event.
6. Conducting proper research.
7. Planning the program of the event and creating a budget to execute the event concept at its highest quality.
8. Working hard with all stakeholders to create a memorable event.
9. Ensure that the plan is executed in line with clients taste and give client proper advice.

2. Outline the main tasks involved in event planning.
Answer.
1. Brainstorming with stakeholder’s ideas that could serve as appropriate concept for the event.
2. Undertaking research to choose a suitable concept for the event.
3. Create a design for the event.
4. Select/identify a proper location, date and time.
5. Organize catering, logistics and other services needed to make the event successful.
6. Coordinating and supervising all those responsible for various aspects of the event to ensure delivery.
7. Continuous evaluation of the event from planning stage to the final execution.

3. What are the five W’s in event creation? And what is their importance when planning an event?
Answer.
1. Why?
It is important for the event planner to know why the event is being organized. This will help him/her develop the best concept to achieve the client’s objectives. It will also aid the planner to determine the sort of activities that ought to be carried out for the success of the event.
2. Who
The who deals with those who would be attending the event. This also helps the event planner when developing the event concept. It will further direct with the sort of trends to follow. i.e. A children’s party would not be organized the same way as a memorial for a loved one.
3. When
This deals with the most suitable time for an event to hold. This is important so that there is no clash of events which could turn out to be very disastrous for the client. 
4. Where
The venue of the event is very important because the planner needs to know if the venue is suitable to achieve the purpose of the event. An event for 200 people would not require the same venue as an evet for 1000 people. Also the planer needs to determine the venue has adequate facilities to cater to the needs of the event. For instance, if the event needs a DJ, the planner would have to determine if the venue has quality sound facilities or if there would be a need to rent such.
5. What
[bookmark: _GoBack]This is the concept of the event. The concept serves as the focal point for the planner.  It helps the planner organize the program effectively. It also determines the sort of team the planner would need to put together.

4. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organize.
Answer.
	When an event planner identifies competing events he/she can know where/what to adjust in their plan to gain competitive edge. It would also help in determining when to hold the event.
