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                                              The event planning process 
 
1. 
I. An event planner must break down tasks into phases because it makes the whole job easier to manage and more achievable. Each important task can then be completed in a timely fashion which also puts in place any groundwork for later phases and you won't have to keep backtracking on yourself to chase things up that have been missed. 
 
II. An event planner will record lots of different information during the first meeting things like... 
· Contact information for the client 
· Who is the client and what do they want to achieve 
· What type of event is it and how big 
· Who should be contacted with questions and who makes final decisions 
· What is the budget 
· What sort of equipment will be required 
· who will be attending the event  
· what is the timetable for the event. 
 
III. It is essential that an event planner sticks to the budget as even the smallest amount can have an impact on not only the event but also the client. The client may not have the extra money so might have to borrow thus meaning they are now in debt for the event. A small overspend on one area of the event can lead to something else having having to be cut, this then ruins the overall look of the event and you are not giving the client a high standard service. 
        IV.Important factors when making a site plan include... 
· Entrances- where are they in relation to parking and public transport. 
· Stage-make sure every attendee has a good view  
· power and water- is there enough supplies for the stage equipment, people backstage and also any vendors selling food and drinks  
· deliveries and emergency services- can items be easily delivered to your venue and do emergency services have quick and easy access should the need arise. 
· Food and Drink- All vendors should be accessible by the attendees 
· Toilets-Where are the toilets in relation to the attendee's but also the food and drink vendors. 
· Bins- Need to be placed close to food and drink vendors. 
· Information and signs- Information and signs should be in a prominent area so they can be seen by everyone. 
 
          2. Types of plans. 
               Scope plan- This plan helps you to decide the actual size of the event. 
               Cost plan- This plan will end up as your budget, you must take into account the cost of items                                          and services and any unexpected outlays during the lead up to the event. 
               Staffing plan-The staffing plan must include everyone needed to work on the event, it should                                             also list any skilled tasks and schedule of the people are needed to do these tasks. 
             Quality plan- This is an overall look at the quality you want to achieve and finding ways to                                                   maximise the quality of your service. 
            Communications plan- This plan is used to figure out the chain of command who has to make                                                what decisions and who should be informed of any changes. 
           Risk management plan - This plan looks at the chances of something happening leading upto the                                           event and also during and what you can do to minimise these. 
           Procurement plan- This plan is all about finding your resources and providers, comparing the costs                                           and also signing contracts. 
           Schedule plan- This plan uses all the other plans to create a schedule to work from this will help to                                        keep everything on time and on budget this will help you create a successful event.          
         3.  Important factors when conducting a site survey 
· making sure you have contact numbers for all important people 
· check all rules to do with the venue/site 
· accessibility to move equipment to the site and set up 
· any parking restrictions in and about the site 
· the room size and any hazards 
·  contact security personnel  
· make note of all fire exits 
· what equipment if any does the site already have 
· ask about liability insurance  
· familiarize yourself with the site's lighting, telecommunications,and electrical system 
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