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Mudingase assignment 7
1) When writing an event management plan which sort of information would you include in an event details section?
In the event detail section I would include clear and accurate clear and accurate information about the event whether the nature of the venue is outdoor, indoor , in a hill , stadium, parklands, river, on a beach and at a hotel or  at a national square or under a Tree  (If in Africa). I will also provide information on whether the venue will be a combination of sites for example whether both indoor and outdoor as is common at the in-door and out-door sports festivals in Zambia. This kind of information is important because it has a bearing on the capacity of the event as well as the crowed movement within the event. Importantly, it helps in allotting enough time for Bump-in (setting up) and Retro-fit ( return to original setting). Generally, it helps the manager know how much is required to set an event 
ii)  Who is responsible to arrange for any type of insurance required for the event and what are the       
      benefit if taken?

The person responsible to arrange for any type of insurance required at the event is the event managers. The benefits of insurance cover if taken are to protect the manger and organizers so that they are not personally for liable for any incidents arising from duty of care, negligence and work place health and safety issues.
The other benefits are that insurance will cover loss and damages to property and equipment if insured; assets protection is essential for the event manger
iii) Most of the public events involve variety of safety requirements posed by the local councils and    
      other government department which type of permit you may require to get in order  to meet 
       those requirements ? 

Health and safety permit s that may include Fire safety permits, food vendor permits, parade permits, fireworks permits and road closure permits. In Zambia you may require to obtain noise permit from the local council and police protection permit from the local police station if the Event will go beyond 22:00hrs (11:00PM).
iii) What is importance of conducting  a pre-event briefing with the participants? which sort of issues should be discussed in a pre-event briefing?
· conducting a pre event briefing with the participants  is important because they have to  communicate to the participants about the event and correct the mistakes if at all there are any or if there is anything which is not in order 
· Pre-event briefing discusses issues of communication, timetabling, responsible service of alcohol, security and emergency procedures are clarified. Role and responsibilities are shared. Time or date and venue for post event de-briefing are set.
 v) A well-managed ticketing process is essential to conduct a safe and well organized event.  How?
It is essential because it is easy to predict  and control the crowed size, segment the crowed by using the number of entrances, ticketing is also an important means to disseminate quality information to patrons  and on some tickets they provide information on the tickets they can be additional information such as maps, patron information regarding, restrictions services and the location , safe drinking information, transport arrangements, gate opening ,and closing time and personal health even safety  warning e.g water ,hats, sunscreen
Q 2. what are  the benefits of conducting de-briefing after the event? which sort of information is      gathered in this type of meeting.?
· The benefits are that you get a feed-back on the success and challenges of the event. Such information can assist improve the planning and management of future events. You can easily obtain information when it is still fresh in the minds of the implementers.
· The information which is gathered is whether the event was successful or not, what worked and didn’t work and why it didn’t work or go as planned. It involves analysis data from incidence and attendance register
Q3) Produce out line plan for an event of your choice which should include;
a) Purpose and type of the event: Cerebrate the 4th birthday  of  girl
b) Event partners: School, Scout club, Local shop owner
c) Budget review : Hire of comedian, funds for procurement of food, venue costs, money for promotion materials, payment of  human resource, organizational and management costs, insurance costs, and payment for permits
d ) Performers and  participants: comedian, Jingle singers, dancers
e ) Appropriate  timeline: Saturday, during school holidays, starting 14:00hrs (2PM) to 17:00hrs (5PM)
f) Physical and human resource required: Venue, funds, , tables chairs, cooks, cleaners, servers
g ) Target audience: Classmates and payments in the neighbourhood of 6 to 8 years old
h) Promotional activities: Produce posters and bill boards with promotional messages and showing pictures of the cerebrated person.
  - The theme of  my choice is a four yare old birth day party and my outline plan is below
start planning a birthday party 6 weeks before party, chose the theme, what he likes and dislikes, draw up the guest list ,confirm the date with the child best friend  and reserve off-sit space
four (4)weeks before write out invitations and get updated class list and decide on games activities and food
three (3)weeks before send mail invitations and start purchasing party goods, start homemade decorations and favors even arrange extra help if needed.
1 to 2 weeks before purchase crafts supplies and favors, draw up a schedule of activities, make sample of planed crafts ,and call guest who did not respond to the invites
3 three days before food and start to put the games in order and 1 to 2 days before bake a cake decorate the house or the garden which will be outdoor
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