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1. Why should an Event Planner break down the tasks into phases? 

An event plan or process is a compilation of a set of tasks, with each task representing a piece of work that must be done in order to carry out the event successfully. An Event Planner breaks down tasks into phases in order to give structure to the event, make it easier for them to evaluate progress and also help tackle each phase with much more efficiency.
The phases involved with event planning include: initiating, planning, executing, monitoring, controlling and closing.
Initiating phase is the beginning of the event planning process and it involves the Event Planner getting the idea/concept of the event from the client. One of the goals of this phase is to examine the feasibility of the event. 
The Planning phase of the event process involves creating a set of plans that will help guide the team in pulling off a successful event. The plans created during this phase help with managing time, cost, quality, change in plans, risk, manage staff and external suppliers.
Execution involves putting the event plans into action and is usually the longest phase of the event planning process. During this phase, deliverables are developed and completed. Some of the tasks completed during this phase include: developing a team, assignment of resources, assignment of tasks, plus many more.
The monitoring phase is all about measuring the performance and progress of the event planning process by ensuring that everything is going according to the event plans that were set in the second phase of the event planning process.
Controlling involves making any adjustments to the event plans as need arises based on results from the monitoring phase of the event planning process. It basically involves taking action on what was monitored during the monitoring phase. 
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Closing is the last phase of the event planning process which will see the Event Planner formally closing the event and reporting its overall level of success to the client. It also involves cancellation of contracted suppliers, full evaluation of the event and many more.

2. What type of information should an Event Planner record during his/her first meeting with the client? 

The background of the client. How much information does the client have about the type of event in question? Do they have any prior experience with events? The answers to these questions will determine how frequent the Event Planner has to meet with the client.
The purpose or goal of the event, as this will help shape the event planning process. In addition, what will be the benefit of hosting the event, both to the client and the audience?
The contact details of client for easy communication and feedback provision on the on-going event planning process. It will also benefit the Event Planner to identify the person who will be in charge of making final decisions during execution. Also, will the client be approached directly or through a third party?
The target audience the client is expecting, as this will help to align the event approach in the appropriate direction. If the event is targeting teenagers for example, the cinema or amusement park would be a good venue for the event.
The nature or type of event, for example a fashion show, wedding or conference will determine what kind of plan the Event Planner has to come up with to successfully host the event as different types of events require different event plans.
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The number of staff needed for the event. The nature of the event, the purpose of the event and the target audience will determine the number of staff needed for the event. A VIP event requires more staff compared to an ordinary event. 
3. List the important factors to consider when creating a site plan.  

· Good positioning of stage to allow for unrestricted viewing of performance after an analysis of how much space is available on site
· Location of toilet facilities in convenient places that are easy to access and away from catering team as a healthy caution 
· Availability of power and water for stage areas, catering and toilet to help maintain a healthy environment
· Entrances for attendees and the closeness to transport and parking. The closer it is to transport, the more people it will attract
· Facilities for the collection and disposal of waste 
· Event signage showing direction so that the crew and the event attendees can move around the venue easily 

4. ‘The purpose of the planning phase is to create plans to achieve goals you set for the event.’ Please explain what type of plans are created for the event at this stage. 

Cost Plan: The cost of the event is determined in this plan which includes all resource costs and the contingency costs that may come up during the event. The cost plan is determined after analysis of the event profile. 
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Staffing Plan: The creation of the staffing plan requires the Event Planner to list all activities and skills required to accomplish them which in turn results in a successful event. The purpose of the event will also help to determine the number of staff needed to execute the event successfully. 
Communications Plan: Coming up with a good system of how communication will be handled during the event planning process is of importance to the successful hosting of the event. If the stage manager is knows who and how to contact the person in charge catering, getting refreshments for performers will be an easy task. 
Risk Management Plan: An Event Planner, together with the planning team should come up with a list of potential risks the event is likely to face and possible ways of how to overcome them. For example, the wedding planner and photographer should come up with an alternative venue for photos in case it rains on the wedding day.
Procurement Plan: This plan details any services or equipment that needs to be procured in order for the event to run smoothly, including sources of supply as well as the delivery date and time. If the selected venue does not have a stage, the procurement plan will detail either the hiring of a stage or the creation of the stage depending on the budget. 
Schedule Plan: The purpose of the schedule plan is to ensure that everything runs smoothly so that the expectations of the client are met. Once all the tasks from the other event plans are keyed into the schedule plan, it will provide guidance as to how the event planning process is progressing. 
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5. ‘Before choosing a venue it is crucial to conduct a site survey’. Describe the main points to consider when conducting a site survey. 

Adequate supply of electricity throughout the venue will help the event run smoothly. If the venue needs an extension of electricity supply depending on the type and amount of equipment needed to host the event, then plans need to be put in place.
The Event Planner needs to get in touch with the site management in order to obtain their contact details for communication purposes. This is make it easy to make arrangements for other staff in the planning team to visit the site for familiarity purposes.   
When conducting a site survey, it is important for the Event Planner to find out about the rules governing the site facility to enable them adhere to all the rules. For example, some venues have a time limit for events, therefore the Event Planner needs to ensure that the event programme is made and adhered to in line the site times.
Does the site have enough accessibility to load equipment in and out of the venue? Do the surrounding areas of the venue also have easy access? Are the doors big enough for the staff to safely get everything into the venue?
The Event Planner should also request for the loading dock procedure in order to assess it and thereby conduct a physical inspection of the site as well inquiring about how to and which rooms are available for access.
Telecommunication should be tested so that if there is need for provision of additional telecommunication then it can be arranged with a specialist. Internet access is also a big factor that most attendees will expect and also for the staff.
Adequate parking space is another important factor to consider during a site survey. Is there enough parking spaces for the number of expected guests?
For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	






image1.png
ﬁ
o R




