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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. 
	Question 1 

Every event is different in its nature – different environments, scale, intended outcomes, budgets, time and resources but the one thing they have in common is that they can be broken down into stages or phases:-
· Initiating
· Planning
· Executing
· Monitoring
· Controlling
· Closing

It is essential for an event planner to breakdown the tasks involved into these stages or phases as it helps to define what needs to be done, when it needs to be done by and the order in which tasks need to be completed.  There would be little point in securing catering for an event without a venue to hold the event in.
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Working in this way will also help the event planner break down big tasks into the more manageable and achievable individual steps that it takes to accomplish them. For example, the task of securing a venue, can be broken down into the individual steps of research, visits, signing the contract and submitting the down payment.

It will also help the event planner to be able to set realistic deadline dates for example when the invitations need to be sent, the venue needs to be paid or the entertainment needs to be booked.

By working in this planned and structured way the event planner will increase their chances of success by creating an accurate, achievable and realistic plan, that will allow them to monitor their progress, be aware of risks and be aware of their time commitment at all stages. 

Question 2
Before an event is planned, the event planner/coordinator meets with the client to understand the purpose of the event, their wishes and any other specifics such as budget. The event coordinator’s responsibility is to create an event tailored to meet the client's needs to do this they will need to come away from the first meeting with information about the ‘5 W’s’ of event planning - Why? Who? When? Where? and What?  
· Why - The purpose or goal of the event, this will help the event planner/coordinator to understand what the client hopes to achieve from holding the event or what their intended outcomes are
· Who - Who is the target audience, how many guests are expected to attend the event
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· When - The projected date for the event - this is essential information as without this the event planner won't know if they are available to help the client or be able to start planning.
· Where - Is there a preferred location or area that the client wants to hold the event in or one that would be more convenient for guests.
· What - The nature or type of event - whether it's a conference, meeting or family fun day.

In addition to the 5 'W's' the event planner will also need to know what the clients budget for the event is, including whether this is a total budget or budget per head. This information is essential as it will influence so many things such as the venue, refreshments etc.

The event planner will also need to come away from the first meeting with the client with clearly identified responsibilities for both themselves and the client.  For example will the client be sending out the invitations or will they, without these clear areas of responsibility some tasks could be left incomplete whilst others may be duplicated.

Asking these questions will help the event planner/coordinator to understand what the client hopes to achieve from holding the event and what their role is.  This will also help them  to draft the action plan which in turn will help them to plan a successful event that meets the client's needs.
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Question 3

After selecting the venue for the event, the event planner/coordinator must  design a site plan. This plan is important when  communicating  with  suppliers,  event  staff, and guests, without it no one will know where they are supposed to be or how to get to where they need to be. This would cause chaos and confusion and the event is unlikely to be a success.
It may be necessary to produce different site plans, a simple one for guests showing the locations of facilities such as the toilets, and a more detailed plan for suppliers and event staff that shows information such as site access for deliveries and emergencies.

Site plans should be regularly updated during the planning stage as new information is obtained, once all plans are finalised, a final site plan should be drawn up.

Some of the important factors for the event planner to consider when creating a site plan include:

· How and where activities/stalls should be placed. This will be influenced by their need for power and or water and by the need to keep entrances and fire exits clear.
· The space needed for free movement of people or flow of traffic, including the accessibility needs of everyone, especially those with special needs, can they access the building and its amenities. 
· The positioning of the stage or demo area (if one is needed for the event) to allow for unrestricted viewing of performances.
· If the event is outside in the summer the event planner may need to 
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· consider the positioning of catering stalls/tables, do they need to be close to shaded areas.
· The location of toilet facilities, away from any catering stalls if possible but close enough to refreshment seating areas.
· Parking information or details of local transport links.
· Entrance points for deliveries as well as for guests.
· Seating arrangements for a wedding, conference or meeting.

Although site plans will vary depending on the type of event, the need for a site plan never varies.
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