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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. 
	Assignment 2
1. Give brief explanation for the role of followings in event planning 
i. Volunteers
Someone taking up the role of a volunteer can be very useful to aid in the planning of your event. Whether it is a small role or a larger role that is taking up the event coordinators time, volunteers can be delegated that role, in order for the event coordinator to focus on a more important task. They are doing the role out of their own time so appreciate their work and time and don’t take advantage. 
ii. Committee
Event planning can include a lot of planning and organization in a short amount of time so a committee team can be helpful in the planning process, whether that is replying back to emails or volunteering at the event, they can be very useful to the event coordinator. 

2. Outline the five steps of delegation process 
The initial step of the delegation process is to explain why the job is important. This allows for the person who is being delegated the role to know how important their job is to the process of the planning of the event. They can then understand the responsibility that they have and hopefully deliver the role in the best way they can. 
The second step of the delegation process is to describe to the delegate what is needed in terms of results. This could be a motivational speech about drive, determination and organization; in order to motivate the delegate to the do the best they can. This would support the level of ‘sell’ delegation that Author William C.Miller defines in his book ‘The Creative Edge’. As he is using his opinion to inform the delegate of why they want to give that certain role to that person. 
The following step of the delegation process is to give the person the authority they need to do the job. One may say that this would again support another level of Miller’s Delegation process, being the Delegate Level and asking the person to make a decision. Giving the delegate the authority they need will allow them to feel the responsibility to finalize decision needed. 
The next step of the delegation process is to indicate when the job needs to be completed and get agreement. This step allows the delegation to understand how to work against a time restraint and to learn the importance of time keeping skills. Receiving agreement from the delegate means that the event coordinator won’t need to waste time checking up on the job. 
The final step of the delegation process is to ask for feedback to ensure a common understanding. This supports the step of ‘consult’ that Miller defines in his book. Asking for their input or feedback ensures a mutual agreement of the job between the event coordinator and the delegate, to ensure that the job gets completed as well as it can. 

3. Why sponsors and partners have a key role in event planning? 
Many event organizations partner up with brands in order to provide support for their events. This can be done through many directions, whether that’s promoting the event on social media platforms, providing volunteers or even sharing the expense of the event. Partners and sponsors can come in handy if you are wanting to promote merchandise at trade show, a conference or even at a festival. For example, Glastonbury Festival has always attributed itself to being a positive force for change, this is done through partnering with the likes of Water Aid and Oxfam. Partners can be someone who you currently work with or a brand that works in the same sector as your business. A way that you can acknowledge your partners is by having merchandise at your event with their logo placed on it, their contact details written on a slide of a power point or on your exhibition summary. Sponsors have become a massive part of the event sector over the last couple of years. Majority of events that you may attend or plan to exhibit will have some sort of sponsorship, whether they are a company that are providing press releases and media coverage surrounding the event or are providing the service of selling tickets or even sponsoring the venue. Having sponsors at an event can help you share the cost and can provide you good publicity. These examples explain the reasons why sponsors and partners have a key role in event planning in a positive way. 
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