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Mudingase Zulu,Std: 1164 
 ASSINGMENT  3 
Q1         i) Why an event planner must break down the task  into 
Event can be difficult to manage if not planned properly.  To make it easy to manage the event, the Event planner must break down task into the following phases: initiating, planning, executing, monitoring, controlling and closing   phases as this helps the event planner to complete each task in a systematic and timely manner. It also helps the planner to adequately prepare for the next phase and keep the work running smoothly and timely. Over time it allows staff to know the sequence of events and prepare adequately for them.

ii) Which type of information an event planner will record during his first meeting with the client?

following information must be recorded during the first meeting with the client.
· Client’s contact information? 
· Client’s goals for the event? 
· The type of client is it? 
· The event’s profile?
· What size is the event? 
· Is the event a conference or meeting, or does it include an exhibition? 
· What is the general event schedule? 
· What is the attendee profile? 
· How many staff members will work at the event?  
· The client’s goals? 
· Probable loss or gain with the success of the event? 
· Who should I contact the client directly or through a representative(point person)? 
· How will the client participate in the meetings? 
· Who makes the final decisions? 
· Who is the point person responsible for approving changes during the event? 
· What are the presenter’s requirements? 
· What are the presenter’s equipment needs? 


iii) It is important for an event planner that he sticks to his budget when managing an event why? 
An event planner should stick to his budget because the client expectation may exceed the limit of what is physically possible and what is within the budget.
when the client agrees the budget with the event planner, the client may not be willing to pay for unbudgeted for costs.

iv) List the important factors to consider when creating a site plan?

The following are important factors to consider when creating a site plan
· Entrances for attendees and their proximity to transport and parking
· Placement of the stage to provide good viewing areas and sight lines for the audience. 
· Access to power and water for the stage area catering and toilets
· Adequate provision and use of shade and shelter 
· Flow of people around the site including adequate passage ways 
· The placement of the stage (s) so as to avoid sound spill and interference with other activities 
· The placement of revenue raising activities in high traffic location to maximize income
· Access for deliveries and emergency service 
· Placing of catering so that it is convenient for the audience and close to shade and seating 
· Placement of toilets and sanitary facilities so that  are discreet and removed  from catering areas for health reasons 
· Placement of waste disposal bins in convenient places such as adjustment at catering areas 
· Placement of information, first aid, lost children tent and security in central highly visible location 
· Enclosure must be natural and constructed
· Placement of  visible directional signal where needed 
· Configuration of the venue to provide a pleasing and aesthetic experience for visions  
Q2   The purpose of the planning phase is to create plans to achieve                        
        goals you set the event explain   which type of plans are created   
         for the event at this stage? 

In order to  achieve the  goals  set for the event in an orderly manner the event planner  must create specific plans at planning phase and the plans which are created at this point include planning how to creat the plan, scope plan, schedule plan, cost plan, quality plan, and staff plan. Monitoring progress of the plan, controlling the implementation of the plan, communication, risk management, procurement and schedule plan. The details of each planning phase are explained below.

2.1 CREATING PLAN
The success of this stage is dependent on  on the quality and quantity of the clients information collected during the initiating phase. The information will help the event planner to know where to start the planning phase . The next stage is Scope plan.
2.2 SCOPE PLAN
The scope plan  involves balancing  between  managing the clients expectations and help the event planner  to keep within the budget. In order to do that the planner must know maximum number of attendees, the resources available and how much is needed, space needed for the number of people and activities. Based on this information, the Schedule plan need to be developed. 
2.3 SCHEDULE PLAN
[bookmark: _GoBack]The event planner  has to  create a Schedule plan in order to run an efficient event and meet  the  clients expectations. However, the schedule plan encompasses the other plan such as communication plan, risk management plan and procurement plans, as a guide to ensure a successful event. Each of these plans helps the planner  identify tasks Schedule plan may make it easy to develop a cost plan. Schedule activities involves identifying and documenting the work that is planned to be performed” 
For example: 
• The power generator to the v
• Set up stand by Power generator 
• Operate equipment 
• Test equipment 
• Transport equipment back to the warehouse
2.4 COST PLAN
The resource requirement and what the client is willing to spend determines the actual cost of the event and guides the event planner in creating a reasonable cost plan
The cost plan shows how much the clients and the company will spend at the event and the plan helps the planner note to over spend. the cost plan must consider both the cost of the resources and the cost  that may occur as a result of decisions made during  the course of the event. One of the most important resources in event management is staffing. Therefore, it is a good idea to create an independent staffing plan.

2.5 STAFFING PLAN
Staffing plan is based on the schedule plan. Once the schedule is done, list the tasks needed and then identify the skills required to accomplish those tasks.  In some cases, two or more people with different skills are required to perform a specific task. Then develop a list of people indicating what the necessary skill you will need and when you will need them.
This will give the event planner an idea of how people he/she will need and what they are required to do at a specific time.   
2.6 QUALITY PLAN
Quality is how well a delivered service conforms to the clients expectations. Therefore, the Event planner has to develop a quality plan that helps ensure that the service provided to the client is as expected and makes the client happy with the event. For example, the expected goal is achieved in good time and there is value for money. It may also include a modern technology.
Other plans that are equally important include, communication plan, Risk management plan, and procurement plan.
2.7 COMMUNICATION PLAN 
This plan is important because it clearly defines how to communicate, who should communicate what information, to whom, this  is accomplished. It is also important especially if there are any changes to be made it is easy to let the planner or client knows about it.
 2.8 RISK MANAGEMENT PLAN
Risks are factors that may affect the success of the event. Therefore, the event planner must create plans to help  deal with these factors focusing on risks that are more likely to happen and will have the most impact.
 For example in Zambia, Hydro-electricity power failure or outage may affect an event especially if the event is at night or is using electrical equipment; You can plan against this risk by hiring a generator set that is propelled by fuel.
A plan to respond to each risk must be in place and a plan to monitor things that can occur throughout the event 
2.9 PROCUREMENT PLAN
Procurement is a process of acquiring resource to that will make the event reality. A plan that clearly indicate what need to procured, when, by who, where and how much is needed important. This is done after you have known how much resources are needed.
Procurement involves renting of venue and hiring of equipment it may also involve signing contracts, comparing costs, selecting providers and closing contracts
Q3    Before choosing a venue it is crucial to conduct a site survey,    
        describe the main point to consider when conducting a site    
        survey?

The important factors to consider in conducting a site survey as as follows: 

· Depending on the type of the venue, such as outdoor, the planner must consider on how and where activities will take place. 
· Entrances for attendees and their proximity to transport and parking 
· Placement of the stage to provide good viewing areas and sight lines for the audience. 
· Find out where power access to the stage area, catering and toilets
· Adequate provision and use of shade and shelter 
· The flow of people around the site, including adequate passage ways 
· The placement of the stage(s) so as to avoid sound spill and interference with other activities 
· The placement of revenue raising activities in high traffic locations to maximize income 
· Access for deliveries and emergency services 
· Placing of catering so that it is convenient for the audience and close to shade and seating 

Other factors to consider are:
· Find out about exit routes if in an enclosed building
· Inspect and review loading dock procedure
· Verify access to the event space
· Find out about the security
· Determine the accessibility of the elevator by measuring its interior and door
· Ask about the map of the interior of the building to record the path to the event space determine the most efficient interior route to take when moving equipment into the  room
· Inspect the event space to determine the ceiling height
· The height of the chandelier and so fits the sight lines
· Determine a safe power distributions path 
· locate and test telecommunication connections if necessary meet with the telecommunication specialists and arrange for service that you need 
· fill out any site survey is very important to the success of the event ,it helps you to determine what equipment to bring and how to smoothly install it into the space.

 Following these observations the Event Planner can make changes as appropriate and  the standard procedure for  approval of  making changes to the setup must be done in time before the events begins
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