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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. 
	How is opening ceremony for an event different from rest of the event?

Opening ceremony for any event is crucial to creating the buzz and anticipation. It allows the event to gather the necessary foot flow and boost to make the event successful – especially when the event lasts more than 1 day. The opening ceremony is different to the event itself as this is classed as marketing and PR the event itself delivers what the customers are looking for. 

Why is it important to have a defined vision before planning a meeting? 

Creating a vision is one of the first steps in making a successful action plan or process. The vision creates the mold that holds the whole thing together moving forward. Planning a vision give a purpose, idea and message you want to communicate to the invited participants.


List the main tasks that a wedding planner is required to perform.
 Picking a venue for all aspects of the wedding 
 Getting involved with budget issues and providing the right input in the form of budget analysis and preparation
 Helping client to choose suitable dresses for the bridal party.
 Managing the theme and color arrangements 
 Setting up the venue and facilities for visitors 
 Getting involved in speech preparation and vow rehearsal 
 Interacting with vendors, delivery people and tackling issues concerning delays and undelivered items. 
 Making itinerary
 Ensuring wedding parties are held on time and at the appropriate venues
 Scheduling receptions 
 Making arrangement for security to ensure troublemakers are taken care of 
 Dealing with accommodation arrangements for guests 
 Honeymoon planning 
 Cleaning up the venue and restoring it to its original condition 
 Receiving gifts and parcels on behalf of the client 
 Returning all rented items to their owners

Explain the importance of good security measures when planning an event.

Security at any event is very important to the attendee’s safety and welfare. The main function of having security personnel is to prevent or minimize people stealing anything valuable and preventing damages to properties by disgruntled attendees. Another reason for having adequate security is to de fuse any misunderstandings or arguments from turning into violence that may cause harm to themselves or innocent people caught in the cross wires. 

Outline the important factors that must be considered when planning a conference

Whist event planners have a varied amount of decisions to make and with planning a conference there are some key factors to keep in mind such as Venue/ facilities, Location and how accessible it is, and capacity to ensure you have enough space for the number of attendees your expecting. 

Outline the main sectors for event planning. Provide one example for event that falls within each sector. How the planning requirements differ for different type of events? 

Corporate events are mainly for business too business and mainly exhibitions, conferences, and seminars.

Social events have many sub categories and are for many for consumers and entertainment.

[bookmark: _GoBack]Leisure events
· Sport events (Olympics)
· Festivals (v festival)
· Concerts (summer time ball)
· Fashion Shows (London fashion week)
Private Events
· Weddings
· Special Parties (bridal parties, baby showers etc)


CASE STUDY

Fiona and Jason have 15 weeks to plan their wedding. They have already booked the ceremony and reception venue and now approached George, a professional wedding planner to coordinate everything else. George wants to have a meeting with them to collect information about the participants, their budget, décor, and refreshments, etc.

a) List some questions that George will ask them during the meeting? 
The Theme, The Budget, Number of Guests, Age Range(s), Menu, Invitations, Decorations and Supplies, and schedule.

b) List some of the tasks for which George can help them now? 

Budgeting, participants, decor, refreshments, theme, and flowers

c) What benefits will they get by hiring George for planning their wedding?

Anyone who hires a wedding planner have the luxury of having a reduced stress wedding, more free time, and feel less responsibility and less pressure to find all the right options. Wedding planners present options to the couple and access to stuff that they would have never thought of. Wedding planners also take all the pressure off the couple allowing them to take in their big day.
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