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	1.1
An Event planner must break down tasks into phases as it will help the planner to ensure that every detail of the event is running as smoothly as possible and to ensure everything is arranged/complete and put together in time.  As well as being able to monitor and keep in control of timing, decision making and any unexpected occurrences that may need to be dealt with.  This also allows the event planner to keep clients updated with progress, helping with the relationship with the clients and if any unexpected occurrences do happen it will make easier to keep the clients informed , thus giving the client  to make decisions along the way.

1.2

During the first meeting with the client the event planner will need to record vital information that will help the planner with the event as a whole:
· Email and phone numbers to be able to contact the clients and keep them updated on the process and to discuss any other decision making
· the sort of event that is to be planned
· how they want the event run, schedules of the event
· is there a point person who will be in charge of finalising decisions or changes
· age range of the attendees
· event theme/decor

1.3
It's important to stick to the budget that the clients have set because then it will not affect their personal finance situation. Having a budget is a crucial part of the planning as it will help the event planner determine the amount the clients can afford within each part of the planning stages and will scale the event to what the clients can afford and with the events managers skills will help the clients to understand where to split the costs and where to spend the budget depending on what is more important to the clients in terms of the venue or the food, theme etc

1.4
Important factors of creating a site plan are :
· skilled AV conductor
· facility rules
· accessibility
·  routes to the event through the venue
· liability insurance
· fire exits and assemble points
· risk assessments
· area for taking photograph's
· contingency plan if event is being held outside

2.
" The purpose of the planning phase is to create plans to achieve goals you set for the event"

There are several planning phases to planning any event and this is to keep control of every tiny detail of the event but the amount of details in your plans depends on the amount of information given to you by your clients.  The types of the planning stages are listed below;
· Scope plan- This plan will include the space needed to hold the event, the amount of attendees and the use of resources
· Cost plan - - This is where you will plan how much of the budget is allocated to certain sections of the event such as catering, entertainment, decor etc but also allowing yourself a little bit of leeway to unexpected costs that may arise during the course of the planning.
· Staffing plan - This will help the event planner to work out how many staff you require for the event and at what times you will need them, this also needs to be considered in the cost plans to ensure you have enough of the budget to pay for the staff required.
· Quality plan - To ensure that your clients are getting the best for their money by ensuring that the staff/companies that are hired are skilled professionals in the area that you need them to be.
· Communications plan -  This is so that the event planner knows who needs to be contacted for any updates or changes to the event plan as it could be more than one person that needs to be contacted. This can also hold ways of communications with companies that are being hired for the event, i.e. having a direct route of communication with the person in a company that you have hired
· Risk Management plan - This plan will help you determine factors that could pose a threat to the event, and the factors that are more likely to happen, it will also help you to plan how to deal with any of the risks should they occur during the event.
· Procurement plan - - This plan comes in to play once you know what  and how many resources you need to buy or rent, this will include comparing costs selecting the providers and the signing of contracts.
· Schedule plan - This is a crucial part of the event that will help you to ensure that the event runs as smoothly as possible. The scheduling plan will help you to achieve all sorts of goals in a timely manner, it will tell you what has to be done by when and who needs to be where by what time. It will also have a running time during the event which will include the setting up of the event, the activities during the events and the clearing up after the event all on this will help you  manage your time in the best and most efficient way possible.

3.
Before finalising on a venue it's important to conduct a site survey and conducted by a skilled AV technician this will avoid further visits to gather more information.  Some of the points to consider when conducting a site survey are:
· Accessibility in and around the venue, ensure that access suits all attendees needs.
· Access to the event space measuring door heights and widths to ensure all equipment  needed for the event can fit in easily.
· Inspecting the event space, such as ceiling height, fixtures and sight lines.
· Noting where all the fire exits and assembly points are.
· Learn/know how to operate the venues lights and electrical systems.
· Contacting the security personnel to know which doors are locked at what times.
· Gather contact details of onsite personnel
· Knowing the typical facility rules
All of these points are just some of what should be covered when conducting a site survey, there are several other points that need to be included and it's important to complete a detailed survey in order to iron out any issues before committing to the venue.
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