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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:1:
i:An event manager has a lot of responsibilities and duties  before, during, and after organizing an event.Those duties and responsibilities should be followed to make an event successfully.First stage of planing event is to well organize pre planing activities.And do collect all informations on how planner would like event to unfold.By duty event manager should always laise with clients to find out their exact event requirements.
produce detailed proposals for events (for example, timelines, venues, suppliers, legal obligations, staffing and budgets.
To manage and coordinate suppliers and all event logistics.To specify dates for holding event.Also a must is to create timeline for planing phases.To consider transportation to and from event.To make a plan for evacuate in venue  in emergency.And to make 5ws research.

ii:
Main tasks 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. 

Iii:The 5Ws stands for event creation:why,who,when,where and what.

Iv:Event planner should evaluate a venue in such way to ensure customers,visitors,goods,and services have adequate access to and from venue.Also to provide adequate provision to evacuate participants during emergencies.

V: c.) 30-45 minutes.

2:
Event manager always has to make timely decisions because there is a deadlines which he should respect if he wants to organize an event properly.The food and beverages,venue,staff,  also if in need to make test of audio visual equipment.Event should be well organized in time so everything will be deployed at the right time which will make event successful and our clients satisfied.
3:
The event manager should always have prepare a contigency plan since there can always be unexpected issues.It is very important to have an managment plan to guide how the event should unfold.There is 6,main stages of plan which should be followed It includes :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 and which is 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.


Case study:
f. Carefully interviewing client to establish his goals,objectives,and budget
a. Acquisition of permits 
e. Budgeting
b.Food and catering arrangements. 
d.Monitoring the event.
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