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1. Give short description for the following elements of conference planning? 8
i. Venue
ii. Location
iii. Capacity
iv. Theatre
When planning an event, it is primarily very important to take into consideration where the event will take place-the venue. For this, it is necessary to consider the purpose of the event. For instance, when planning a business conference for an annual team meeting, a remote barn venue with limited Wi-Fi and no projector or stationery equipment may not be ideal. The conference members may still need to be online to continue performing business tasks whilst at the conference and a lack of flipcharts, paper or pens may make it difficult for them to make notes and therefore gain valuable experience as a result of the conference. Furthermore, when considering a venue, a good event planner must verify that there is enough space for the attendees and that they will not be disturbed by other venue users whilst holding the conference.
Furthermore, the location of the chosen venue is also very important. Some conference members may be flying in from overseas, or travelling a long distance to reach the conference, so the venue should be located somewhere within easy access of transport links or where taxi services can be easily arranged. The venue may also need to have accommodation on-site if attendees are travelling far and if the conference will be lasting longer than a day. The venue may need to be close to the workplace of the business, or in an area with good cultural activities nearby, for if attendees wish to explore or if the conference hosts wish to showcase a particular city to international guests in the evenings or during the conference.
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As previously mentioned, the capacity of the venue is very important. The venue needs to be able to hold all conference members comfortably and the client may wish to have more than one room for break-out sessions within the conference. Any rooms required for the conference should therefore have an appropriate capacity for the required layouts requested by the client.
An example of one such layout is the theatre layout. This is most useful for when a presenter wishes to address the entire conference group, perhaps for an initial briefing meeting. No tables are involved and instead, this layout simply comprises chairs in straight rows, all facing the front of the room where the speaker will be presenting. The benefits of this layout are that it maximises the space and the amount of people that can be in one room and it means that all attendees can receive the same information in one place whilst sitting comfortably and not having to turn around or sit awkwardly on chairs. One downside of this layout is that as it does not involve tables, it would not be so easy for participants to write anything at this time-a classroom or boardroom layout may be more suitable if this is required.

2. What is event planning? List some basic questions that you ask your client as part of your initial planning. 								7
Event planning involves the coordination and overall project management of an event, for whatever purpose it may be. This could include anything from a business conference, to a wedding, to someone’s birthday party, with any number of participants involved. The most important first question to ask a client as part of initial planning for an event is what the purpose of the event is. For instance, if the event were a wedding, with guests travelling from overseas and requiring accommodation, it would not be practical to host the event in a venue with no accommodation on-site or nearby, or which was miles away from the nearest airport. It would similarly not be appropriate to host such an event in a venue which did not cater for weddings in the first place. Once the purpose of the event has been established, further extremely important questions include what the client’s budget is, the date they wish to hold the event, the number of 
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event attendees, the location of the event and if catering or accommodation facilities will be required. It might also be pertinent at this point to ask the client if there is anything they specifically do not want relating to any aspects of an event, to save time on researching avenues for the event which the client would not like.
Other questions to ask the client as part of initial planning would be how formal the event needs to be, whether they have a preferred venue already, whether they have any planned activities/speakers which absolutely need to be factored into the event, how long the event should be (start and end time and number of days), whether they have any specific dietary requirements (including alcohol) and whether they require someone to lead the event.
Once all of these initial questions have been asked, one should also ask the client how frequently they require updates on the progress of the event planning, and be clear with them on any initial deposit or payment schedules (if appropriate at this time) so there are no discrepancies as the planning of the event begins.

3. What is a briefing note? What are the key elements of a well written briefing note?												7
A briefing note is a document which the event planner creates detailing all aspects of the event which have been discussed with the client and which is then used throughout the event planning process to keep all relevant parties informed about the current status of the event. 
A well-written briefing note should be concise, to the point and detailing ALL relevant facts relating to the event. It should also be accurate. Lengthy descriptions and opinions should be omitted, so that the purpose of the document is to be informative whilst not overloading the reader with unnecessary information. All questions should be answered within the briefing note and no assumptions should be made within the document. 
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In terms of the format of the document, a briefing note should only contain information that is relevant to the reader. Some companies already have guidelines relating to how briefing notes should be written, which should be checked before commencing the document. The briefing note should contain background information on the event (ie which meetings with which clients led to the event coming to be), key figures/persons involved in the project leading to the event and how any problems relating to the event have come about and been resolved. It should also include information on the current status of the event, any key facts or things to be taken into consideration relating to a decision to be made by some involved in the event planning process and relevant evidence to substantiate any arguments for or against a decision-making process. The briefing note should also offer forth advantages or disadvantages for advancing in a certain way within the planning process, or what might be a good idea of what could happen next. It is also a good idea to include a conclusion or recommendation section in the briefing note. This could act as a good summary page for people who maybe do not have time to read the entire document and would prefer to read the summary in the briefing document to understand what is happening with the project.
4. Describe the important elements of conference planning? 			8
When planning a conference, it is important to think about the various different purposes of this type of event. A conference may involve one business or several businesses, it may be on a national or international level and it may have the aim of simply informing employees, encouraging team spirit/team building, building morale or demonstrating a product launch, to name but a few examples. 
One of the main aspects of conference planning is finding the right venue. The venue needs to allow the conference to take place without disturbance from external factors, (ie other users of the venue, external noise or distractions) and it must be suitable for business-use, for instance there should be access to relevant stationery, equipment and seating/tables to allow the aim of the conference to be achieved. The client may wish to use multiple rooms and within those rooms, one must consider which layout is best for that type of room and how many attendees can fit with each type of layout (ie 
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[bookmark: _GoBack]boardroom, classroom, theatre etc.). Furthermore, the venue may require such facilities as projectors, good Wi-Fi access, microphones and flip charts. It is also necessary to consider catering within the venue and if this isn’t possible, to source external catering or find a nearby restaurant willing/able to fit in with the schedule of the conference.  The outline of the day at a conference is very important, as time is precious and schedules need to be stuck to to ensure the attendees get through all aspects of the conference in time.
The next consideration is accommodation (if required). This may be offered by the venue itself or it may be necessary for the event planner to find suitable accommodation nearby and facilitate transportation between the venue and the accommodation, including thinking about how rooms will be filled within the accommodation.
All of the above considerations rely heavily upon the budget of the client. A good event planner will have a detailed outline of how much each individual, itemised aspect of the event is expected to cost and will be prepared and creative enough to think of alternative solutions to aspects of the day if it seems as though the budget limit will be breached. Keeping a strict budget is one of the most important aspects of any event planning, including conference planning. Keeping the client fully informed with any element of decision making and where their input may be required due to changes in the initial brief is also extremely important.
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