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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. 
	
1. Short Questions:
1. Why an Event Planner must break down the tasks into phases?
The Event planner must break down the tasks into phases in order to have control on   and organize the multiple tasks that need to be accomplished to timely and successfully manage an event. These phases usually include: 1) an initiation phase, whose goal is to define the scope of the event, to test the feasibility of the project, to decide which parties will be involved and to gain approval; 2) a planning phase, whose purpose is to create a schedule for the event so that every task, every activity is devised and possible unexpected issues are considered in order to take the suitable measures; 3) a executing phase is the time when all the planned activities are carried out. 4) a monitoring phase is when the progress of the event is observed and potential problems identified in a timely manner 5) a controlling phase is aimed at taking decisions and  corrective actions to the original plan. 
6) a closing phase takes place when the contract is completed and the client signs the finalized plans. 
1. Which type of information an Event planner will record during the first meeting with the client?
During the first meeting with the client an Event planner will go through several questions and will record as much information as possible so as to be able to proceed in the planning process. The information recorded should show the Event planner what kind of client he/she is working with, and what are the client’s expectations and goals for the event. This is very important so as to increase the possibilities of meeting the client’s requirements and thus contributing to a successful event. The Event planner will also want to know who are the key people that he/she is going to work with, therefore who is the person taking final decisions, the person responsible for approving changes and if there is any point person to liaise with throughout the planning process. Also information regarding the size of the event, the event schedule and the equipment needed will be useful to be recorded. 


1. It is very important for an Event Planner that he sticks to the budget when managing an event. Why?
It is very important to stick to the budget so as to be able to have control on all the event’s costs and better manage the client’s expectations. 
It can happen that the client’s expectations may exceed the budget, it is then responsibility of the Event Planner to courteously and tactfully communicate with the client and make sure that he/she has a clear understanding of the expenses, for example by listing the charges for the various services. It is very important to keep the client informed of the financial status of the event in order to better manage his/her expectations.

1. List the important factors to consider when creating a site plan.

It is very important to create a site plan that can be easily used by all parts involved in the event, from the staff and suppliers, to performers, emergency services and attendees. A well prepared site plan will help the organization of the event running smoothly.
Therefore it should include all the details about the scale, entrances for attendees and the indication of the proximity to parking and transport; access to power and water for the stage area, catering and toilets; the flow of people around the site; placement of the stage in such a way to obtain a good sound and avoid interference with other activities; access for deliveries and emergency services; positioning of catering in a convenient place easily accessible and close to shade and seating; positioning of toilets away from the catering area; placement of waste bins in adequate places such as close by the catering areas; placement of directional signage where required; placement of information desk, first-aid and security desk in a highly noticeable place.

 


Q.2 The purpose of the planning phase is to create plans to achieve goals you set for the event. Please explain which type of plans are created for the event at this stage. 
· In the planning phase it is good to have the following plans:
· Scope plan: this is used to evaluate whether or not a client’s request is within the contract’s scope and defines how approved requests are prioritized and scheduled.
· Cost plan: this includes all costs of the event, which means the cost of the resources and the costs that may arise by decisions taken during the course of the event. 
· Staffing plan: this includes a schedule with all the tasks that need to be accomplished and a list of skilled people necessary at each specific time. By doing this it is possible to know how many people are needed at each specific time. 
· Quality plan: this is aimed at offering the client with the highest quality service possible and it is done by listing the goals that help enhance the quality of service.
· For example it may be foreseen to have 2 more hostesses at the registration desks in order facilitate a smooth running of the registration operations. 
· Communication plan: it is a plan that foresees what to do and which people should be informed in case any change occurs.
· Risk management plan: this is a plan that focuses on the possible issues or factors that may have a negative impact on the success of the event. This plan will include the risks that are more likely to happen and the decisions/actions that are taken to minimize the risks. 
· Procurement plan: this plan is used to determine the quantity of things or services that need to be purchased or rented and the deadline by which these will be obtained. 
· Schedule plan: this plan is used to outline what happens and when, so as to know what needs to be done during each phase of the event. This helps the smooth running of the event and also helps to meet client’s expectations. 

Q.3 Before choosing a venue it is crucial to conduct a site survey. Describe the main points to consider when conducting a site survey. 

The purpose of a site survey is to gather as much information as possible on the venue. This will help to decide whether the venue is convenient for the client’s and event’s scope and it will help to determine what equipment is necessary and any potential difficulties during the set-up. 
It is useful to create a check list with all the issues to cover during the site survey in order to avoid forgetting important details and repeated visits to the venue. The person conducting the site survey should be an experienced AV professional because most of the details to check will involve the AV equipment. To start with, he will enquire about the facility rules. For example a) the possibility to use cameras and recording devices; b)  the possibility to use external vendors for the AV equipment; c) the possibility to smoke in restricted areas of the venue; d) the possibility to sell or display certain products. The professional will verify the access to the venue and the requirements for the loading and unloading operations. For this purpose he will take a great amount of measurements. He will measure: a) the doors and hallways heights and widths, to make sure the equipment fit easily, b) the dock height, c) ramp grades d) the elevator e) he will estimate the need of ramps, dock plates or forklifts.
He will enquire about dock hours and as well as time restrictions for trucks on streets and docks. 
[bookmark: _GoBack]During the site survey it is necessary to also take measurements of the ceiling and chandeliers; to note the location of fire exits and fire extinguishers so that they are not obstructed; to note the locations of the rigging points; to learn how to use the lights and electrical system; to learn about telecommunication connections and if necessary to test them with the help of the telecommunications specialist; to  learn from the security personnel which rooms can be accessed and which ones are locked. 
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