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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:


Assignment 1. 
Introduction to event planning

[bookmark: _GoBack]i. The main duties and responsibilities of an event planner are to plan, organise and over-see an event to ensure it meets the client’s requirements. The event planner should ensure the event whether social or corporate meets its objectives. The event planner has a duty to ensure legislation including health and safety are upheld during the event. The event planner has duty to ensure that everyone who attends the event is safe and is not put at risk.

ii. The main tasks involved in event planning are working within a budget, working within a possible timeframe, undertaking research as well as making arrangements for the venue, catering, transportation, staff etc. The event planner will be liaising with the client and any agencies or other parties involved in the event.  Additionally the event planner should put together a schedule for the event detailing as many aspects as possible to ensure it runs smoothly. The event planner should problem solve any unexpected incidents on the day and should oversee the event on the day. 

iii. The five W’s are ‘Why, Who, When, Where and what’. They are important in planning a successful event as they help the planer understand what it is the purpose of the event and what the client’s requirements are.  For instance the ‘when’ will give the event planner the timeframe to work within. The 5 W’s gives the event planner a foundation to start forming ideas for the event and will help guide the research. For example the event planner will be able to look into venues once they have been given an estimate for the amount of people they need to cater for.

iv. The event planner should evaluate aspects of the venue against the desired factors for the proposed event. This includes size, arrangements, location, facilities, and any restrictions imposed. The event planner should visit the venue, discuss elements with the venue manager and the carefully consider each factor and decide whether it is suitable or not.

v. C. 30-45minutes for a group of 1,000 people

2. An event planner will have appropriate skills for making timely decisions as this an important factor in organising a successful event. Making timely decisions is important in the planning stages of an event to ensure all assignments and activities are fulfilled. There also specific factors such as logistics, which need to be, arranged as early as possible so that they can be prepared ahead of time. This also avoids disappointments and problems that can occur from last minute arrangements. However an event planner requires many other skills aside from time management, which are equally of importance. These include teamwork, communication, creativity and so on. Even with maliciously planning unexpected problems may occur, a good event planner will possess the skills to solve these problems and handle the situations, these skills may include problems solving, negotiating and ability to manage pressure. Additionally, the event planner can hire people to aid them with time management and maintaining deadlines. The event planner may assign specific tasks to appropriate people to ensure that all-important factors are taken care of within the designated timeframe. Therefore an event planner should have appropriate skills to make timely decisions but also having a range of other skills, experience and knowledge is equally important.

3. There are many benefits of having successful and safe events. Firstly you build relationships with the client so they will want to use you again in the future for other events, as they know you can deliver. Secondly, it builds the brands reputation and will bring in more business for the future, as people will be likely to refer the event planner to other potential clients. Safe and successful events also avoid any injuries or additional costs that could incur from health and safety breaches or accidents. This reduces the liability of the event planner. Overall safe and successful events will build a good brand reputation, a bigger client base and more profit for both the client and the event planner. Therefor it is important that a lot of planning goes into the event and all activities including risk assessments, evaluation of the venue, budgeting and so on are carried out. Additionally having a contingency plan is also useful particularly for outside events. This will reduce the likelihood of issues and will ensure that you are more prepared to respond should there be an unexpected occurrence.

Case study: 
a. Carefully interviewing client to establish his goals, objectives and budget
b. Budgeting
c. Acquisition of permits 
d. Food and catering arrangements
e. Decorating
f. Monitoring the event
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