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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. 
	Please insert your completed assignment ( in word format)  here:

1
i. The duties and responsibilities are to provide a service to the client to ensure that the event is a success and to minimise the risk of problems arising during and running up to the event. Ensuring on the day everything goes according to the plan, however problems could arise and also being able to supply a solution is important.
ii. The main tasks are as follows
Conducting research eg target audience if you were holding a pop concert it would need to be targeted at the younger generation rather than pensioners for example.
Event design eg a wedding, a concert, new product launch.
Finding a site eg Capable of accommodating all the people, has it good connections eg motorway or an airport nearby, is it accessible in bad weather for services and guests, are there hotels nearby for long distance travellers, would the emergency services have good access in case of an emergency.
Arranging food (internal or external caterers), décor  (eg balloons, flowers) and entertainment (musical, magician, fun fair or celebrities able to attend)
Employing staff eg waiting, security, First Aid.
Making sure that adequate insurance is obtained.
Supervising at the site, needing the use of two way radio’s at a large site.
Sending out invitations and monitoring RSVP so as not to over or under cater.
Evaluate the event afterwards what wasn’t quite right, what could have been done better, is the client happy is it within the budget.
iii. The five w’s
Why are we putting on the event, this is the most important eg New product launch.
Who are we targeting young or old, people with disposable income this will drive the marketing and promotion of the event.
When is the best time eg if it was a musical concert and it was to be held outdoors the obvious choice is summer. If it is to attract corporate clients then you would not want to probably hold it during a weekend.
Where considerations are availability, cost, transport, parking and facilities for example you may need to order portable toilets in.
What is the concept or the idea if it is a product launch it is easier than for example holding a festival where you will have to come up with a theme that will entice and excite people to attend.
iv. An event planner should evaluate the venue 
You should ask about the amenities, obtain prices, ability to display banners, internet and wifi.
View the facilities, eg the décor is it clean or need in redecoration, does it have enough toilet facilities, can the tables be moved around, id the room size adequate for the expected turn out, do you need access to get a piece of machinery in for example, do they have enough chairs and tables or would you need to hire additional all these items could be additional costs that would impact on the budget.
Do they have a Microphone, AV projector, stage lighting, TV screens, Easels or a whiteboard.
Are there any rules that need to be abided by eg no music after 23.00pm, is it a no smoking site or is there a smoking shelter.
Where is the kitchen, kitchens are notoriously noisy will you be able to hear them above you.
Are they able to provide internal catering eg sandwiches or a full sit down dinner, can you try the food to make sure that is of the quality you would expect your guests/client to eat.
Disabled access it it available.
v. a 30 Minutes
2 An event planner is a person that has exceptional organisation and time management skills, with the ability to be able to think on their feet when things are not going entirely as planned. They will possess good communication skills both orally and verbally and work well under pressure.
A strong ability to multi task and have very good people skills, they are very calm and personable at all times, deadline orientated and have the ability to run a project within the set budget, they are very much a team player.
3. The benefits of successful and safe events, it is entirely possible that your event may have a few small hitches.
Efficient movement of consumers, trying to avoid long queues for example just to get through into the event.
Making sure staff and equipment are in the right place at the right time to make the event more enjoyable for everyone.
Happy and contented crowds means fewer incidents are adequate rubbish bins provided otherwise it could be a huge mammoth clean up thus reducing cleaning and repairs.
Quick responses to any incidents that occur eg first aid.
Long term sponsorship maybe available if the event is a success from the sorporate world and local community.
Reduction in accidents and injury reduces the risk of public liability claims, first aid and insurance costs.


Case Study
F) Carefully interviewing client to establish his goals, objectives and budget.
E) Budgeting
A) Acquisition of permits
B) Food and Catering arrangements
D) Decorating
C) Monitoring the event
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