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The Event Planning Process

Assessment 3
1.
(i). Why should an Event Planner break down the tasks into phases?
An event planner should always break down the tasks involved in organizing an event into phases as it will allow them to tackle each phase of the process more efficiently, and ensures they organize the event in a timely manner with seamless movement from one phase to the next.

(ii).
What type of information should an Event Planner record during his/her first meeting with the client? 
During their first meeting with the client, an Event Planner should try and obtain the following information:

· The clients contact details.

· The purpose or goal of the event.

· The background of the client/their company, any event history.

· The event profile.

· The benefits the client hopes to gain from hosting the event.

· How will the client be approached or contacted?  Directly or through a third party?

· Ways the client will participate in meetings.

· Identify the person who will make the final decisions.

· Identity of person who will be responsible for approving changes to the event plan.

· Requirements of presenters/performers.

· The type of event being organized – conference, meeting, festival, concert, party etc, along with other specifications.

· The type of audience that needs to be targeted, and expected audience numbers.

· The number of staff to employ at the event.

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

When creating a site plan for an event, the Event Planner should take the following important factors into consideration:

·  Entrances for attendees and their proximity to transport links and parking.

· Good positioning of stage to allow for maximum capacity and unrestricted viewing of event.

· Entrances for performers, separate to main entrance.

· Delivery/staff/equipment entrances close to stage.

· Provision of shade and shelter.

· Adequate pedestrian walkways for free movement of people.

· Identification of areas of high participant concentration in order to place revenue receiving facilities there to generate as much revenue as possible.

· Provision of site access for emergencies.

· Positioning of catering close to shaded areas.

· Location of toilet facilities in convenient places and away from catering area.

· Appropriate location for help/information point and designated first aid area.

· Waste disposal facilities.

· 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 type of plans are created for the event at this stage.

There are numerous plans that need to be created during the planning process of organizing the event.  These include:

The Scope Plan – This plan involves understanding the number of guests that will be attending the event, as well as determining the variety and amount of resources required in order for the event to take place.  Within this plan, the Event Manager would need to ensure they maintain a balance between the budget, and the client’s expectations.

The Cost Plan – Under advice from the Event Manager, the client needs to formulate an idea of the amount of money required to produce the event.  The Event Planner will then create a cost plan that constitutes the budget for the event.  The cost plan will include costs of all resources required for the event, as well as an amount set aside for contingency costs during the event.
The Staffing Plan – When the event schedule has been completed, deciding about staffing the event can begin.  This involves listing all the activities that need to be carried out throughout the event, and the skills required to complete them.  The number of people needed to staff/man the event in general will also need to be considered here, whilst looking at the expected number of guests at the event.  Remember that more than 1 person may be required to carry out a certain task.  Information about the number and nature of activities will help guide the Event Planner to determine the number of people needed to staff the event.

The Quality Plan – These are designed to ensure an excellent quality of service is provided throughout the duration of the event.  A quality plan is created by listing the conditions needed to ensure that the service provided will be of a high quality for all parties involved, throughout the duration of the event.  This includes gathering the appropriate and best quality resources, and hiring highly qualified or trained staff members based on the staff plan.

The Communications Plan – This is a clear plan that highlights how communication activities should be carried out, such as the various lines of communication to be used by all parties involved through the planning and execution of the event.  All persons involved in the event planning and execution need to be aware of these arrangements.  It is important that all parties involved know who to contact when changes in plans occur during the course of the event.
The Risk Management Plan – a risk management plan should contain a list of potential risks that may affect the event.  The Event Planner should quantify and prioritize which ones have a high impact and outline steps that can be undertaken to minimize or eliminate them completely.  In order to have a successful event in terms of managing risks, it is important to continually monitor any factors that may lead to a dangerous situation throughout the duration of the event.
The Procurement Plan – This involves knowing the quantity of resources required for the event.  It outlines items that need to be bought or rented to get the event started.  This plan also contains information on the mechanisms for procuring items, as well as delivery dates and times.  Having a procurement plan allows for the channel to compare costs of different vendors, which allows the Event Planner to shop around and get the best value for money.  It must also include the signing of contracts, selecting the right vendors, and making provision for closing contracts.

The Schedule Plan – Schedule Plans will differ from one event to the other.  Some may be created by the client for the Event Planner to strictly follow, whereas others will have to be created by the Event Planner based on the information they have been given.  They need to meet the objectives of all the activities happening throughout the event, to ensure the event runs smoothly and to meet the expectations of the client.  In order to achieve these objectives, the Event Planner needs to use all the aforementioned plans as guidelines.
3. “Before choosing a venue, it is crucial to conduct a site survey.”  Describe the main points to consider when conducting a site survey.

There are many points that are important to consider when conducting a site survey that all contribute significantly to the overall success of the event.  These include – 

· Getting in touch with the site/venue owners or management and obtaining their contact details.

· Find out about the rules governing the site facilities.

· Enquire about vendor contract requirements.

· Enquire about liability insurance.

· Conduct a physical inspection of the site.

· Investigate procedures for the loading dock.

· Examine all access points to the venue and the areas surrounding the venue.

· Measure the dock height and any ramp grades.

· Determine whether or not you will have use/need of ramps, dock plate or lift trucks.

· Ask about dock hour restrictions and security.

· Find out about time restrictions for trucks.

· Measure elevator door dimensions and interior space to establish accessibility.

· Measure all doorways and hallways to verify accessibility.

· Request a map of the whole site to locate the ideal path to the event space, select the best route for bringing in equipment, and also to get a bird’s eye view visualization of the whole event site.

· Find out the work schedule of security personnel and inquire from them about how to access rooms.

· Inspect the venue to determine the ceiling height, the sight lines, location of fire exits etc.

· Talk with riggers about the arrangement for the rigging point.

· Understand the working of lighting controls and how to operate the lighting system.

· Determine the safe power distribution path.

· Test telecommunication systems.  Provision of additional telecommunication facilities can be arranged with specialists.

· Determine internet access points/wifi access, routers and passwords.

