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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. 
	Please insert your completed assignment ( in word format)  here:
· The duties and responsibilities of event planner or coordinator include 

Ability to work in a team with group activities or to work independently with good analytical capacity. Good organisational skills, communication and time management skills. Able to pay attention to details, has good understanding of government policies, rules and social economic issues. Ability to work under pressure, problem solving and has computer literacy and understands marketing strategies.

· Ability to undertake appropriate research activities to select and invite the best speaker and performers who will attend the event and preplanning the number of attendees,  gender, age groups and specific requirements of audience
· Create a design that is unique to and pertain to the particular event, designing cards that are unique to the particular event and distribute the cards. Create a list of , seating arrangements, number of staffs who will be attending, assignment of individual task to staff members and scheduling time for every activity.
· Selecting an ideal site and venue for the event that is accessible and transportation to and from the site of event is comfortable to everyone who attend the event and obtain written permission for conducting event in venue selected
· Arrange  food and drink requirements suited to the audience and determine budget management
· It is essential to brainstorm before planning the main concept or idea of the event






· Tasks involved in event planning include:
· PREPLANNING
· LOGISTICS
· BUDGETING
· SCHEDULE OF EVENTS
PREPLANNING include list all activities, number of people attending, provision of food and drink, transportation access to and from the venue, budget management, timeline and scheduling of event and research into guest speaker, date of event and obtain written permission from the venue.
WHY, WHO, WHEN, WHERE, WHAT.

LOGISTICS include the planning, gathering and coordinating movement of goods, equipment, resources and people to the point of event. For successful logistics following must be considered; supplies, transport and distribution. The starting running and ending of event are included in logistics.
Technical facilities are developing and during certain events we need to make familiar to the technical strategies an hour before start of event.
To maintain an enjoyable and good ambience lighting is essential as good lighting make event more enjoyable hence stairways also must be well lit with powersaver lights inorder to save energy. Emergency lighting must be provided by standard auxillary batteries for atleast three hours power.
Professional sound and communication system need to be arranged.

BUDGETING include management of expenses by maintaining balance sheet, make sure sufficient funds available, get client approval before paying additional amounts, budget provision for emergency coverage and insurance and policy cover and also if suppose event need to be postponed.

SCHEDULE OF EVENTS include transport, refreshment provision, time schedule of every program, hospitality arrangements, setup and clean up and also incude equipment management.


3. The five Ws of event planning include WHY, WHO, WHEN, WHERE, WHAT.
· Why, we need to conduct event is the first question we need to ask and brainstorm ideas and write them on white board, the idea of event could be to raise money for charity, or to entertain people or of marketing purpose, but the theme, objective of event must be made clear.
· Who, it is essential to understand who will be the audience and we need to research into who will be the guest speakers and the age diversity of the audience.
· When, the event will happen to make correct fitting of date and time of event suited for the audience and fitting requirements is essential for all round success of the event.
· Where the event will take place, both the comfort and aesthetic appearance is essential to be looked into including the availability of catering facility, power supply, capacity of audience that can be accommodated, toilet facility, stage and is the venue management flexible and cooperative.
· What is the concept of event can be established by brain storming session, online research.
4. It is essential to get clear ideas and understanding our competitors who may directly compete with our product marketing. It is essential to know the pricing tag, the mode of distribution, delivery, IT skills of our competitors so that it does not impede our product value. This help us to understand what we can do to better our service, or learn if we have certain deficit and correct them and also help to learn from them and do better or find out if we are doing something worse than our competitors.
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