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1. I.  WHAT ARE THE MAIN BENEFITS OF CONDUCTING EVENTS IN HOTELS?
· Hotels are easily accessible and normally have sufficient parking and transport shuttles to airports. 
· They have in house catering services. 
· Hotel staff and service personnel are well trained to execute their duties and to ensure the smooth running of events.
· Hotels have equipment in house which will reduce costs of hiring equipment.
· The facilities have build in necessities such as access to water, power, sanitary facilities etc.
· The hotel ambience and atmosphere gives events a good feel and are appealing to guests. 


II.OUTLINE THE BASIC STEPS IN DEVELOPING A SITE PLAN.
· Once the event vision is discussed and agreed upon, the event requirements should be listed down in detail. 
· The event planner will have to go and visit different venues that would suit that kind of event and compare which venue can provide the majority of what is on the requirement list.
· The preparation of the site plan begins in consultation with the facility manager. Making sure that all aspects are covered in order for the success of the event to be made a reality.
· The event planner will now need to decide on how to set up the venue for the best presentation and basically draft how the event will flow in making sure that all stakeholders’ stations have adequate space and equipment.
· Using this plan, the event planner will use it as a communication tool with all event staff as well as the client during the setting up and throughout the event itself. 
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III.DESCRIBE THE MAIN FACTORS WHICH NEED TO BE CONSIDERED WHEN SELECTING A VENUE.
· The reputation of the venue will predetermine how people will respond and attend the event.
· The facility rules and community regulations when running events in those areas such as traffic and delivery regulations will in turn have to be considered in the site planning.
· The size of the venue with the number of attendees expected will need to be prioritised. 
· During the site planning phase, the event planner will need to know what other events will be running in the same or surrounding areas at the same time.
· The vision of the event, the feel and theme will need to be considered in order to choose the most appropriate venue that will bring out the theme the best.
· The location of the venue and the distance from airports and public transport stations will have a bearing on the attendance of the event thus should be considered.
· Accessibility for disabled attendees, delivery services and emergency services are aspects that will have a bearing on the success of the event, for example delivery routes should be cleared to ensure timely deliveries. 
· Accessibility of power and water as the event will definitely need good sources for stations for example catering and sound system stations.
· Catering arrangements at the venue, whether there are in house caterers or the event planner would need to outsource for these services is a point to consider as that will have an effect on the event budget.
· Sufficiency of toilet and waste management facilities in order to run an event that upholds the health and safety requirements.


2. a) SELECT AN APPROPRIATE VENUE FOR THE PARTY. 
· I would opt to have this event at a restaurant. 


b) WHICH TYPE OF ARRANGEMENTS WOULD BE REQUIRED?
· Hiring of the most appropriate venue.
· A stage with good visual screens and sound system with microphone and over head projector.
· Set menu arrangements will need to be decided by the event planner and restaurant head chef.
· The awards host will need to be decided upon and contacted to know what other arrangements such as an overhead projector may be required.
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· The entertainment will need to be hired and given guidelines as to what the event will require. 
· Safe parking for the guests should be arranged.
· Appropriate decor designer and their requirements to set up the venue.
· Hiring of service staff in case the restaurant staff are in sufficient. 
· Photographer and video personnel should be identified and hired.


c) WHICH TYPES OF FACILITIES WOULD BE REQUIRED?
· Parking for the guests
· Toilet facilities
· Kitchen and catering facilities
· Stage, sound and lighting desk facilities


d) HOW BEST CAN THE ATTENDEES BE ENTERTAINED?
· A live band that will play throughout the award intervals.
· The incorporation of short videos during the awards reception.
· A local DJ who will ensure that the celebration mood is upheld once the awards have been completed.
· Entertainment from a famous stand up comedian who can co-host the event.
· A showcase from a dance and arts group that will have a minimum of 2 performances.


3. a) WHICH VENUE WOULD BEST SUIT FOR SUCH AN EVENT?
· A conference centre


b) WHICH FACILITIES SHOULD BE AVAILABLE AT THE VENUE?
· Transportation from the airport and accommodation for the overnight attendees.
· Parking for local attendees.
· Registration desk
· Buffet catering service stations and good seating area.


c) WHICH TYPES OF SEATING ARRANGEMENT WOULD BE FINE FOR THIS EVENT?
· Conference style seating would be appropriate for the showcasing of the new product
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· Banquet style seating for dinner will allow the attendees to interact and discuss the product and network.


d) ANY SPECIAL CONSIDERATIONS FOR DINNER?
· How the beverages will be monitored and distributed.
· Any allergies should be mentioned during the invitation and response stage in order for these guests to have food prepared separately.
· There should be vegetarian food options in the buffet. 


e) HOW MUCH TIME WOULD YOU ALLOW FOR DINNER?
· I would allow 45mins for dinner service. 
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