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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. 
	

(i.) Why should an event planner break down the tasks into phases?


 As the best way to go about designing and organizing events is to break them into phases or stages, as this way, helps us to tackle each phase more efficiently and in a timely manner from one stage to the next seamlessly. As for as it helps us to designing & organizing the best event ever, this will be the big reason to break them the tasks into phases.




(ii.)  What type of information an event planner will record during his/her first
         meeting with the client? 

· The contact detail of client
· The purpose or aim of the event
· The event profile
· The background of the client 
· Benefit to gain from hosting the event
· How will the client approached; directly or through a third party
· Ways client will participate in meetings
· Identity of person who will makes the final decisions
· Who should e chosen to approve changes to the event plan?
· Requirements of presenters and props where they should be.
· The nature or type of event (whether conference or meeting and other specifications)
· The type of target audience to expect
· The number of staff to employ for the event.




(iii.) List the important factors to consider when creating a site plan.

· Entrances for attendees and their proximity to transport and parking 
· Good positioning of stage to allow for unrestricted viewing of performance.
· Availability of power and water for stage areas, catering and toilet
· Closeness of entrance to parking and other transport facilities
· Provision of shade and shelter
· Adequate pedestrian lanes for free movement of people
· Identification of areas of high participant concentration to position revenue 
receiving facilities there
· Provision of site access for deliveries and emergencies
· Positioning catering close to shaded areas
· Location of toilet facilities in  convenient place and away from catering team
· Waste disposal  facilities 
· Signs showing direction
· Directional signage where needed




(2.) "The purpose of the planning phase is to create plans to achieve goals you set for 
        the event" Please explain what types of plans are created for the event at this stage.

The ability to create comprehensive plans is linked to how much information was supplied by the client and the quality of it. The planning phase is meant to assist the event planners to device plans which will guarantee the overall success of the project and meet the objectives of the event. 
[bookmark: _GoBack]
The plans created during this phase will help us to manage time, scope, cost, staffing, quality, communication, risk, procurement, schedule and issues. They will also help us to manage external suppliers, to ensure that we deliver the project on time and within budget.






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


    Well a site surveying is an important aspect of event planning which contributes significantly to the success of the event. It serves as a measure of how many equipment’s are required at the site & how to install correctly. There are lists of items to consider during site survey but the main points is to collects important information by conducting a site survey to avoid making mistakes during the actual events. 
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