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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. 
	Please insert your completed assignment ( in word format)  here:
i) Explain the duties and responsibilities of an Event Planner
The duties of an Event Planner is planning, design and production within a certain time limit set by your client. You work close with them to identify their needs and ensuring their customer satisfaction. As an Event Coordinator you organise the facilities being used such as the décor, catering, entertainment, transportation and much more. To complete all this you must conduct thorough market research to ensure a successful Event.
ii) Outline the main tasks involved in Event Planning
 There are a number of tasks involved in creating a successful event, these include, Research activities to help create a unique design that when selecting an ideal site and venue it wont be the same as any other event. Other main tasks then include the transportation, catering, the invite cards, providing accommodation if needed. Coordinating and supervising the workers and at last Evaluating the event. 
iii) What are the 5W’s in Event Creation and what is their importance when planning an event?
The 5W’s of Event Creation include, Why, What, Where, When and Who. Their importance is they ask the questions for the event planer to ensure that when planning all the targets are met.
‘Why are putting on the event’ helps to identify the purpose of the event. ‘Who do we want to come to the event’ is for the Event Planner and client to go through so the Planner then knows who they are sending the Invitation Cards to and to understand their target market audience. ‘When is the best time to stage it’ helps avoid conflict with other event companies that might be using the same venue, so to plan ahead will help run things smoothly with no collision with other events. ‘Where is the best place’ has to be carefully selected involving thinking about things like easy access for Wheelchairs as stated in the Disabled Act 2004. Finally ‘What concept or idea will best serve the purpose of this event’ This can involves Brainstorming ideas including the Client to achieve the best Event.
iv) How should the event planner evaluate the venue to make sure it best serves the events requirements. 
To evaluate a venue in other terms means to find out what is allowed, for example; Information on the restrictions of displays, provision for displaying banners, signage and directional signs. The shipping and receiving services and telephones in meeting rooms.
v) When arranging for a refreshment break of 1000 people, an event planner should allow…?
A- 30minutes
2. “An event planner is a person with appropriate skills for making timely decisions. ”Discuss this.”
“An event planner is a person with appropriate skills for making timely decisions.” I believe this statement is true due to the amount of organisation and precision that goes into event planning. An important aspect of organisation is to ensure the schedule of events runs smoothly. The ideal approach to putting together an effective schedule of event is to engage all stakeholders in the planning process encompassing all activities from the start of the event to its completion. The event planner gets a better perspective by viewing all aspect of the event through the eyes of the participants. This is then planned out in detail by the event planner; organisation includes the safety of the guests, catering to ensure everyone’s requirements are met and making sure when documenting the cost from the budget list made by the client. These set goals that an event planner makes  are to then be completed on time with client satisfaction ensuring  that last minute back up plans are also prepared if there was to be a change in plan. This then concludes to the main skill of an event planner, taking leadership of all situations. This allows a smooth running event leaving all target market audiences satisfied.

3.	 Write a short note on “the benefits of successful and safe events.”
The key to hosting a successful event is to plan thoroughly and have a management plan to guide how the event should occur. The benefits of planning this meticulously includes an ever-growing list of existing clients, staff and stakeholders as they support your skills as an event manager. As they see your success and experience grow this then leads to a lower chance of a crisis as you learn to rapidly respond to sudden occurrence’s which benefits your success long term. 

4.	Case Study:  
Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be the sequence of working procedures? (Please rewrite the following in the correct order)
	F- Interviewing the client
	E- Budgeting	
A- Acquisition of permits
B- Food and Catering arrangements
D- Decorations
C- Monitoring Event
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