An Introduction to Event Planning

Answer the following Questions:

1. Explain the duties and responsibilities of an Event planner/ coordinator. 
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2. Outline the main tasks involved in event planning. 
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3. What are the five W’s in Event Creation and what is their importance when planning an

event? 
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4. How should an event planner evaluate a venue to make sure that it best serves the

event’s requirements? 
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5. ‘An event planner is a person with appropriate skills for making timely decisions.

‘Discuss 
1.  An Event planner / coordinator has the following duties and responsibilities:
An Event planner may handle a variety of events ranging from professional meetings such as Annual General Meetings, Tourism events, Religious events to social gatherings such as weddings, birthday parties etc.

Before an event is planned the planner meets with the client to understand the purpose of the event, their wishes and preferences in order to create an event tailored to their client. as planners rely heavily on repeat and referral business, it is imperative that they have excellent listening and communication skills.







2. The main tasks involved in event planning are:


Undertaking research activities


Creating a unique design for the event


Selecting an ideal site and venue


Catering arrangements


Making arrangements for transportation


Creating unique invitation cards and dispatching them to guests


Coordinating and supervising workers


Making provision for accommodation


Evaluation of the event
3. What are the five W’s in Event Creation and what is their importance when planning an event?

a. Why are we putting on the event?
This is the first question you need to ask when planning an event. You need to discover the purpose for staging the event.

b. Who do we want to come to the event
Knowledge of the target audience which will attend the event is a must know as this will form the basis of your marketing plan.

c.  When is the best time to stage the event?
This is very important to determine to avoid conflicts with other events.
d. Where is the best place to stage the events?
The most suitable and convenient venue should be chosen to facilitate easy access and also to create an enjoyable atmosphere.
e. What concept or idea will best serve the purposes of the event?
It is generally recommended for event planners to engage in ‘brainstorming sessions’ to come up with a concept for the event if one has not been developed or proposed already. This brainstorming session requires each participant to voice out ideas that first appears in his/her mind. These are noted on a whiteboard. Another list comprising of ideas based on their ‘quality’ or ‘attractiveness’ may be compiled. These two lists can then be fused to arrive at a combination of ideas which serves as the event concept.
4. How should an event planner evaluate a venue to make sure that it best serves the

event’s requirements?

The event planner should consider the following:

The size of the room

The arrangement of chairs

The location for toilets, sound systems, and the stage, etc.

Where to put signs to direct people to specific locations throughout the venue

How would rooms be accessed; at all times or at specific times only?

Providing information about the rules for using facilities at the venue.

The physical state of all facilities; they should be attractive, safe, and well-maintained

Adequate lighting and mean to control natural light

Adequate capacity of venue

Flexibility of layout to enable easy configuration of tables and chair
Availability of restroom and medical facilities

The venue sales manager is expected to provide guidelines to the planner wishing to secure the venue to host an event. When making arrangements with the venue owners, it is vital to find out to what extent promotional activities can be carried out at the venue in terms of:

Provision for displaying banners, signage and directional signs

Information on restrictions concerning display of event information

The availability of concierge or information desks

On-site business centre and office services

Shipping and receiving services

The availability of telephones in meeting rooms

The planner should also find out whether or not the following audio-visual systems are available:

Fast internet facilities including wireless networks

Projectors, remote control, and draping

Suitable projector screen

TV monitors for video

Whiteboard and easel

Planners should also enquire about catering provisions such as:

Adequate kitchen facilities

Availability of menu details

Tasting of dishes to ensure they meet expectation

5.  ‘An event planner is a person with appropriate skills for making timely decisions.

‘Discuss
An event planner should be a person with appropriate skills for making timely decisions because no matter how much you plan, a few unexpected problems may arise and you might discover that you have a few last-minute details to resolve. Therefore, the only wise thing to do is to prepare for the unexpected. Ensure you have at your fingertips the tools to solve any problems that may occur. 
Since unexpected issues can crop up without warning, it is important to be prepared in advance to deal with all these issues by putting in place a contingency plan. With this in mind, it would be wise to have available all the necessary know-how to tackle these problems when they appear.
The key to hosting a successful event is to plan meticulously and have an event manage- ment plan to guide how the event should unfold. The benefits of having such a plan include:

· Efficient movement of people and equipment

· Reduction to the likelihood of issues or crises; there will be less cost resulting from security, repairs and cleaning activities

· The ability to swiftly respond to unexpected occurrences which is also good for maintaining a secured environment

· Securing long term support from clients, staff, stakeholders

· Corporate and community stakeholders will have confidence in the planners and endorse more sponsorship deals for them

· Reduction in liability arising from accidents and injuries and related insurance costs.
