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Question 1
i. An opening ceremony is different to the rest of the event because it may have media or others in attendance who may not be attending the main event. For example, the opening ceremony of a large sporting event may require entertainment at the beginning and a guest /celebrity speaker to open up the ceremony.  If it was the opening ceremony of a large televised sports event, media would need to be in attendance and therefore a larger venue may be required than the main event itself. There will most likely be a planned agenda for the event with a keynote speaker opening the event.  Thus specific timings of entertainment and speakers would be very important to have planned.  The main reason for a opening ceremony is to create an exciting atmosphere prior to a main event and therefore the type of entertainment considered would very much depend on who would be in attendance and what kind of event it is opening.  An example of an opening ceremony that is very spectacular would be the Olympic games ceremony.  
purpose, idea,or message which an organisation wishes to communicate to the invited participants. Planners need to ascertain the effect of these conventions or meetings on the overall objectives of the sponsoring organisation. One way to do that is to conduct a survey to find out the expectations of participants and also their most suitable method of learning
ii.   It is very important to have a defined vision before planning a meeting in order to find out what it is the client wished to achieve at that meeting.  It is crucial to understand the message that the client wishes to portray to the attendees of the event and what atmosphere they wish to have on the day.  For example, a conference for an IT company who are inviting partners over for 3 days could want to have keynote speakers, 1:1 meeting’s with executives and partners, sessions which would require break out rooms, entertainment for two evenings in the form of a live band or dancers, and some cultural aspect to showcase the countries culture to partners travelling from abroad.  They may also require a host to keep the atmosphere of the event up through-out the long day.  An event such as this would require a specific type of venue such as a convention centre but would also need to be taking in consideration logistics such as closeness to the airport and hotels.  Having a clear vision as to what the clients wants the attendees to experience, who the attendees will be, what atmosphere they envision through-out the event and what is the key message creates the vision to which the planner can then start to create their plan of action.  
iii.  A wedding planner is required to perform the following tasks
a. Ensure everything goes to plan on the day
b. Negotiates favourable rates with the venue in question
c. Offers a selection of venues within the couples budget and then books the venue
d. Setting up the venue and theme for the wedding 
e. Booking rooms in the hotel or nearby hotels for guests 
f. Arranging the rehearsal dinner
g. Manging the budget 
h. Arranging a photographer
i. Setting up fittings for dresses
j. Scheduling the reception
k. Looking after gifts for the couple
l. Helping to arrange the honeymoon
It is important that the Wedding planner establish what aspects of the Wedding the couple wish for them to be involved in from the beginning and to establish the budget and the theme.  There are couples who may wish to look after certain things for themselves such as choosing their own photographer or choosing their own dresses.    
iv.  Security measures are very important when planning an event for the safety of attending guests mainly but also to prevent any damages or losses of property on the day.   Security personnel can help prevent arguments escalating into possible violent situations.  Security can give attending guests a sense of safety, especially in carparks or unfamiliar areas.  It is important to have the correct number of security personnel in attendance to cover all attendees and cover other areas such as tickets desks, car parks, exits.  Security would also be very important in the event of a fire or other such disaster to help get guests out of a venue in a timely and efficient manner without panic.   
v. The important factors that must be considered when planning a conference are as follows:
a. Find out what the purpose of the conference is and how best to achieve this.  Once the purpose is established, such as show casing products to top partners, the event planner can then move on to creating the vision with the client.  
b. Consider what is the clientele you will be catering for and how many attendees there will be.  This will help choose the correct venue and ambience within the venue.
c. What kind of layout will be suitable for this particular style of event.  If the guests will be required to mingle and work together in bigger groups through-out the day, then a round table banquet layout would be most suitable.  This style also is beneficial for larger numbers to a room.  Theatre style would be more suited to an audience that are there to listen and are not required to write things down during the day.  There are many other styles which can be agreed on based on numbers and requirements of the client.  
d. What accommodation will be required.  If you choose a hotel as the venue that is a you can often benefit from excellent rate for accommodation for the guests and so it would make better sense to go with a hotel for the venue if the guests are staying overnight.  It is important to find out the sleeping arrangement for guests prior to considering what hotels to choose in order to judge capacity. Also take into consideration location from the nearest airport should guests be travelling from abroad and how the guests will be expected to travel from the airport.  If a large number of guests are coming over on the same flights then shuttle buses could be an option.    
e. Will catering be required for lunch and dinner and will there be a requirement for entertainment or for a host.  
f. Another thing to consider is if break-out rooms will be required for the conference and if so how many, what layout and what capacity should they fit.  Often for large conferences, break out rooms can be needed so it if better to go with a larger venue with plenty of extra space when dealing with bigger numbers.  
G.  Budget is also an important factor to take into consideration.  It is very important to establish all fees at the very beginning and to determine if there is any leniency with the numbers agreed on or if the amount given is the maximum amount available.  It is also very important to stay transparent with costs during the planning process.  Keep the client briefed with a detailed budget plan of all expenses for the event.   
2. The main sectors for event planning are as follows:
Corporate Events
Morale / Team Building Event
When planning a Corporate Morale event the factors to be taken into consideration are: 
a. what does the group wish to achieve from having this event 
b. the type of team building exercises the team would benefit from, such as a sports activities or mind challenges.  
If the group having the event are currently not working well as a team for example, activities that will push the team members to work more closely would be a good suggestion.  If it is just a case of the team needing to spend some quality down time together then a party with entertainment may be a good suggestion. 
Once the type of event is decided then it is important for the Event Manager to establish budget and location with the client and thus put together a list of venues and suggested team building ideas that the group can do.  It is important that transport is also discussed and provided if necessary, catering arranged with the venue and any props required are also provided.  The Event Manager may be required to attend the event at least at the beginning to check that everything is in order.  
Social Events – Leisure
Festivals
When arranging a Festival the purpose needs to be established from word go.  For example, is the festival being held in order to pull a community together or is it to raise funds for charity?  There is a lot of pre-planning involved such as choosing a theme and original name for the festival.  It is also very important to establish the right time of year for the event to take place in order to get enough attendees and to secure a large enough indoor or outdoor space.  It should be planned well in advance to make sure to secure bands or acts for the festival and to give enough time to promote the event with marketing materials in order to sell enough tickets to be successful.  Funding and budget should also be planned taking into consideration costs for stage, equipment, lighting, facilities, parking, security and paying performers.  It is a very complex event to plan and would need a team of event planners to work together before and during the event.  
Social Events - Private 
Weddings 
A Wedding usually requires one event planner only and from the beginning they would establish what kind of budget they would be working with and what size event the couple are looking to hold.  Will it be a lavish affair or a more subdued event?  Will they want a big party with entertainment for the reception or will they want a more elegant and refined reception with the emphasis on the food.  It is also good to establish if they are looking for a modern feel or more old style feel when deciding what venue and theme they want to go for.  It is important to get to know the characters and their likes and dislikes to help better plan the event they are looking for.  This is a much more personal level of event management so the more that can be established from the beginning the better the event planner can deliver successful suggestions. Once the budget is determined it is also useful to establish where the couiple wish to spend the most and the least on.  Is it important that they have an amazing venue with spectacular views but not spend too much on an open bar or do they prefer to have amazing food and great entertainment but are not so fussy about the surroundings.  Once that is determined the event planner must gather some suggested venues/hotels, negotiate rates with them for the client and arrange viewings of the final few venues within budget with the couple.  Once the venue is established it is then important to plan all the other aspects of the event such as flowers, guests accommodation, the rings, the dresses, make-up, hair, entertainment, catering and transport.  The event planner would be involved from beginning to end including booking the photographer and suggesting locations for the photo shoot.  There is less time required to plan a wedding but venues are often booked out well in advance so it is always better to at least book the church / registry office and the location for the reception/dinner well in advance.  
Case Study 
a. Some of the questions that George could ask are as follows:
1. What budget do you have available for the event? How do you wish to split the budget?
2. How many guests will be in attendance at the ceremony, at the reception and later at the afters and how many will be needing accommodation?
3. What theme do you have in mind for the wedding?
4. Have you any preference on flowers in the church and at the venue?
5. Have you chosen your dress and the bridesmaids dresses yet and if not would you like suggestions?
6. Have you chosen your rings?
7. How would you like the rings presented at the church/registry?
8. What transport would you consider for the day?
9. Have you planned speeches and if so who will be doing them? 
10. What entertainment would you like to have at the afters?
11. Until what time would you like the wedding to go on?
12. Would you have an open bar for guests or will there be a cut off amount?
13. What type of food would you like to have and how many courses?


b. George could start by helping them as follows:
1.  Providing a detailed budget analysis.
2. Make suggestions for the brides dresses and her bridesmaids
3. Planning the hen and stag nights if required
4. Planning and booking a location for the pre-wedding dinner if required
5. Suggestions for wedding rings within the budget 
6. Provide suggestions for themes and colours, layouts for the reception
7. Provide suggestions for good wedding party entertainment
8. Help to pick the design the wedding invitations and get them posted out
9. Plan for accommodation for guests 
10. Make suggestions for the honeymoon

c. The couple will benefit from the following:
1. Lower rates for the accommodation, entertainment, transport and catering for the event as the event planner will have established connections with all venues and negotiated lower rates with vendors and built up a list of the better quality locations and vendors available. 
2. The event planner will have experience with dealing with venues and will know where to get the best quality of service and catering available.
3. The couple can be relaxed on the day instead of having to worry about whether things will run smoothly.
4. They will get all accommodation sorted in advance for guests making it easier for the guests arriving over possibly from other countries who may not be familiar with the location. 
5. The bride and groom will benefit from the connections George will have with bridal wear stores and jewellers.
6. They will benefit from a detailed list of entertainers within their budget that the planner would have to hand.
7. They would not have to worry about different guests dietary requirements or other specific requirements such as wheelchair access 
8. They can benefit from a well organised itinerary which will help the event to run in a timely manner from beginning to end avoiding delays.   
9. They would get suggestions for the best photographers for the style of photographs they want and suggested locations for the photo shoot to take place. 
10. [bookmark: _GoBack]The would have someone to hand should anything go wrong on the day such as the best man not showing up or the driver being delayed.  Someone there on the day to keep everyone calm and on time would be of great benefit to everyone involved. 
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