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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. 
	
1. Short Questions:
1. How is the Opening Ceremony for an event different from the rest of the event and why?
The Opening Ceremony is a festive event within the main event and it usually consists of some activity whose aim is to entertain people. This can be with music, food, drinks or some sort of show.  Most Opening Ceremonies, not only have entertainment, but also a planned agenda, which can include a guest speaker, a product launch or an announcement with some good news. The whole tone of the Opening Ceremony is cheery and fun, while the rest of the meeting may be more solemn and serious.

1. Why is it important to have defined a vision before planning a meeting?
Defining a vision before planning an event is very important because it helps focus on the big picture of what we are doing and where we are going. 
Finding a defined vision gives the event planners clarity about what their organizations want to achieve for a particular meeting and this vision will then affect their goals, objectives and results. 


1. List the main tasks which a wedding planner is required to perform.
A wedding planner main task is to assist the couple in all the steps of the organization, making sure the wedding and reception go according to plan from the beginning to the end.
Among the main specific tasks we can list the following: 
Finding a suitable site for the reception, preparing the spaces with the right set up and decor, and making sure the venue is left clean after the wedding;
Helping the couple with the choice of wedding themes, colours, styles;
Handling vendors and deal with no-shows;
Arranging accommodation for out-of-town guests and hotel accommodation for after the wedding if necessary;
Helping with the budget preparation and analysis;
Planning the honeymoon.

1. Explain the importance of good security measures when planning an event.

When organizing an event it is important to develop good security measures so that the event can progress with the minimum interruption, and the least amount of incidents, by taking into consideration the identified risks, budget constraints and most importantly the minimum requirements for events as determined by the laws.
Adequate security measures must be taken especially when celebrities, political candidates or children are attending as well as when monies are transferred from one point to another; enough security personnel must be hired to ensure adequate control of the event site and able to handle with situations that may arise from crowds.

1. Outline the important factors which must be considered when planning a conference.
When planning a conference it is necessary to consider several elements including the following:
[bookmark: _GoBack]selecting a convenient venue and proper facilities may require some time, so it is a good thing to prepare the planning well in advance;
Selecting the location may imply a number of evaluations such as considering the distance the attendees would be travelling from, the means of transport to the venue, the proximity of the venue to the workplace.
In case of a seminar or a conference, depending on the number of attendees,
a suitable room layout should be chosen as well as the facilities such as audiovisual equipment, flipcharts, seating, catering, and writing materials.
Lastly, in case of a residential seminar or conference it will be necessary to consider the accommodation arrangements.

1. “Wedding Planning and special event party celebrations have something in common”. Discuss

Wedding planning and special event party celebrations have various aspects in common due to the similar tasks that wedding planners and special party planners perform. In fact they will both meet the clients, get to know them and ask questions in order to collect as much information as possible to have a clear picture of what the clients want. They will need to look at various aspects of the planning such as giving advice on which theme to choose for the event, if the client does not have one, select the date carefully if this has not been done yet, they will take care or support with the choice of the venue and all logistics, making arrangements according to the number of the guests and consider if there are any children attending. They will help to choose the menu according to the clients’ preferences and suggested quantities. They will help with the preparation and sending of the invitations, as well as the arrangements of decorations and supplies. They will also need to prepare and discuss the budget with their client. Finally, the planner will be expected to develop a party/wedding programme to submit to the client and to use as a timeline for his/her own work. 






1. Outline the main sectors for event planning. Provide one example of event which falls within each sector. How the planning requirements differ for different type of events?
The main sectors for event planning include: Corporate and Social
Corporate events are organized by businesses or corporation, either for large or small audiences, either for those who work within the company or for a more extended audience to include consumers, press or marketing. 
An example of corporate event is a product launch, such as a new mobile phone’s launch. These are critical for the successful introduction of a product in the market. 
Social events can be divided and subdivided into several categories; the main ones are sport and leisure. 
Sports events could be of two kinds: spectator or participant events.
Spectator events are generally selected in line with an objective that the organization wants to advertise or support and though they require an advanced planning, they do not imply big budgets.  On the other hand participants’ events have a more complex organization and require larger funds.  An example of a sport event is a marathon.
Leisure events range from small private gatherings such as a birthday party or family reunion to larger public events such as music festivals or fireworks displays.

Case Study:
Fiona and Jason have 15 weeks to plan their wedding. They have already booked the ceremony and reception venue and now approached George, a professional wedding planner to coordinate everything else. George wants to have a meeting with them to collect information about the participants, their budget, décor, refreshments, etc. 

a) List some questions which George will ask them in the meeting?

- Which venue have you booked for the ceremony and the reception?
- What date and time have you booked the ceremony and the reception?
- How many guests will potentially attend?
- What are the 3 most important things for you? 
- What do you not want at your wedding?
- What kind of wedding theme or style would you like? Do you have any preferred colour for the décor?
- What kind of food do you want?
- Any special requests for the day?
- What kind of budget are you planning per person?

b) List some of the tasks in which George can help them now?

To prepare a budget
To choose the menu and the quantity of the food
To prepare and send out invitations
To choose the set-up, the décor, flower arrangements
To arrange a photographer
To make arrangements for guests’ accommodations
To plan the itinerary
To coordinate the reception timeline
To assist with speech and vow preparation

c) Which benefits will they get by hiring George for planning their wedding?

-First of all Fiona and Jason will cut down on the time necessary to search, arrange and coordinate everything.
-Secondly, since George as a wedding planner knows the industry very well and has business relations with vendors like florists, caterers etc.  he will likely be able to get the best deals with the vendors thus helping Fiona and Jason to stick to their budget. 
-Thirdly, having a wedding planner can alleviate the stress related to the planning process and they will be able to enjoy the wedding day much more than as if they had to take care of everything.
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