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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 

Properly run meetings can save time, increase productivity, and solve problems. The more planning you do before the meeting the more productive and efficient the meeting will be.  That is why it is essential to identify the purpose of the meeting or in other words to define the vision.
For example do you need to make a decision, solve a problem, is advice required on a particular issue? Clarifying the purpose of your meeting is the first and most important planning step.

Meetings with vague purposes, such as “status updates,” can lead to a meeting that drones on and on, or where everyone is wondering why am I here?

Having a defined vision before planning a meeting will also help you to ensure that you book an appropriate venue for the estimated number of  attendees and in the right location. You will also know what facilities such as 
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flipchart, powerpoint etc will be required. And more importantly you will know who to invite, there would be little point in holding a meeting to make an important decision without the decision maker being present.


Question 2
Wedding planners help couples have the wedding they want and usually perform a number of duties during the course of conducting a wedding party.  For example:

· helping to  turning a couples  dreams into reality with advice about the choice of wedding colours, themes, and/or styles.
· finding and booking a venue for the ceremony and/or reception taking into account the location of the wedding, time and number of guests expected.
· planning and preparing the itinerary and ensuring  that the wedding party is not only on time but in the right place at the right time.
· dealing with the unexpected, such as wedding crashers and/or unruly guests and contingency planning for last-minute emergencies
· negotiating contracts with caterers, florists, photographers, and other suppliers.  budget  management.
· before the wedding, they will work with the venue to ensure all the details about the wedding are accurate. In some cases, they can coordinate additional services such as transportation and accommodations for the guests.

During the course of the wedding, the wedding planner will be present 
Name: Denise Parry
Student Number:2885
Assignment No: 2
Page 3


overseeing all aspects of the day, including setting up the ceremony and reception space and  logistics, such as seating arrangement.

The wedding planners responsibility is to create a day tailored to the couples wishes,  they can even help couples prepare their vows and plan their honeymoon


Case Study
When meeting with Fiona and Jason to help them plan their wedding George will want to find out:-

· The extent to which Fiona and Jason want him to be involved, it's important for George to know exactly what their expectations are and where his responsibility ends.
· The budget they have set for their wedding, he will want to know if this is a set budget or a budget per person.
· What, if any, their overall vision for the day is, including colours scheme, flowers etc.
· The expected number of guests and if there are any special requirements for the guests such as overnight accommodation.
· The location of the ceremony and reception venue that they have already booked.
· The time of the ceremony.
· The food and beverage requirements. 
· The transport needs for guests as well as for Fiona and Jason.
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· Most importantly George will want to get to know Fiona and Jason, their likes, dislikes, in order that he can offer them a personalised service.

George can help Fiona and Jason with the following tasks:-
· Deciding and creating a wedding theme. 
· Planning and running the wedding rehearsal.
· Planning transport to and from the ceremony and reception venue not only for Fiona and Jason but also for their guests if necessary.
· Designing and sending invitations to guests.
· Arranging accommodation for guests.
· Negotiating contracts with florists, photographers and caterers.
· Finding the right dress.
· Writing their wedding vows.
· Booking their honeymoon.
· Managing their budget.

Hiring George as a wedding planner will save Fiona and Jason the stress of planning the rest of their wedding, especially on the actual day as George will oversee all logistical matters, such as the timeline for the day, ensuring that the venue is left clean, collecting personal items and wedding gifts and making sure they get back to Fiona and Jason safely and returning rentals/ borrowed items leaving Fiona and Jason to enjoy their special day.

George will also be able to the give them  creative ideas, insights and the benefit of his experience.  He will be able to research caterers, florists, photographers, and other suppliers saving Fiona and Jason a lot of legwork 
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and probably negotiating a better contract to save them money, allowing them to have the wedding of their dreams without going over budget.
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