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[bookmark: _GoBack]Unit 2 – Types of Events
 
1a) 
The opening ceremony marks the beginning of an event and is designed to excite participants ahead of the main event. The aim of this ceremony is to “gather, address and welcome the whole audience” (Eventmanagement.com, 2019). It is a heavily planned part of the occasion, often attracting attendees who come specifically for it and do not stay for the actual event itself. Sometimes, this means the opening ceremony is larger than the actual event and requires a larger venue to cater for the media and extra families of event participants who are attending. The opening ceremony has to promote a fun atmosphere and requires a component of entertainment, for example in the form of celebrity singers and famous bands which is then followed by the main event that covers the main content of the function. The opening ceremony can also be used to unveil something such as a new product or a new service with a focus on building excitement and investment before the arrival of the main portion of the event. 
 
1b) 
When planning an event, it is important to know who your client is and research the sort of event designs that reflect their message and purpose. Within the vision of an event the client is communicating with the invited participants, highlighting the significance of establishing a well-researched and effective theme for the event. Often, planners will conduct surveys ahead of the function to gain information on the sort of event that participants and clients alike are expecting. Within the initial meeting with the client, planners are able to establish expectations for all aspects of the event and can choose things such as venue and catering to reflect this.  
 
1c) 
A wedding planner is brought in to impart their great wedding experience and knowledge to couples needing some assistance with arranging their big day. After the initial client meeting, the planner is able to select some venue options and develop a budget analysis to spread the costs over each sector of the event that requires it, taking into consideration the number and age range of the guests the client has predicted will attend.  
The couple are most likely to select the date themselves but is the planner's responsibility to ensure this doesn’t clash with any other large events or events at the chosen venue that could disturb their wedding. The theme and colour arrangements are important to install early on as this will affect the décor of the entire event and the colour scheme of the bridal party, both of which the planner will be responsible for, alongside the client. The earlier the vision is in place; the more time is left for purchasing the decorations and designing the layout of the event to ensure the set-up of the venue on the day is a smooth operation. The planner with schedule the itinerary for the day and for the reception in the evening and will need to ensure there is enough accommodation available for all guests that require it. Whether the catering company are a part of the venue or a separate entity, the planner will be in charge of interacting with them and communicating the quantity of food and drink that is required, allowing for some extra guests within this. This will be along with any other vendors and delivery workings.  
Nearer the event date, the planner must work with the couple of design, print and dispatch invitations. It is of course up the couple themselves, but the planner can also be involved in assisting with speech preparation and rehearsal, receiving gifts on behalf of the client timings with ceremony arrival and departures and honeymoon planning. 
 
1d) 
At larger events especially, security personnel will need to be brought in to manage any disruptions or unexpected situations that may arise during the event. This takes the pressure off the planner as they can place their confidence in the security company to control the venue and guests at all points and that any misunderstandings will be taken care of discretely.  
Security personnel may be contracted from many sources, ranging from specific security companies to off-duty or retired police offers. It is important to outline the roles and responsibilities of each member of the security team before the event starts and for the planner to thoroughly research who they are employing, ensuring their reputation is of a high standard. Security staff can be used all around an event, including main entrances, exits and as monitors for the car park, specifically during the evening.  
The ratio of security staff to guests needs to be balanced to ensure that the security personnel have full control of the event. They should also be present during the installation and breakup of the equipment at the site. 
 
1e) 
Conferences are one of the main forms of corporate event. When planning an event such as this, it is important to consider the purpose of said event and how this purpose will be carried out and achieved. Once the point of the event has been outlined, the remaining aspects and factors will come together more fluidly.  
A good portion of time should be given to finding the perfect venue in the first instance. The client(s) will provide the planner with a list of features they require from the venue which will help guide the decision-making process. The venue layout must also reflect the brand and theme of the event to avoid the function appearing disorganized and poorly thought through.  
Whilst the venue is key, the location of the venue is of equal importance. One must consider how far guests will have to travel and how easy the event space is to access by each mode of transport. If the venue is close to the normal workplace of the staff members or attendees, it must be considered how appropriate this is and whether it would be more beneficial to plan more of a retreat style conference in a more remote location.  
Depending on how many guests will be attending the event, the venue needs to provide a spacious site to work within and, if it not commutable on a daily basis, must offer suitable accommodation.  
 
2) 
Within the events sector, there are two main categories; corporate and social. Conferences and conventions are the main types of corporate events, often held for larger numbers of participants. Social events are split into a further two sections under the titles of leisure events and private events.  
Other forms of corporate events include seminars, meetings and conventions. When planning these types of events, the planner (or team of planners if the event is much larger) need to consider the purpose of the event and how the purpose will be achieved. Some common themes in these events include briefing staff and clients and the launching of new products so they are often very focused on the business industry. Room layouts are particularly important in corporate events as the planner is majoritively trying to brief or present to a large group and it is key to execute this in a fashion that allows all attendees to be able to both see and participate where necessary. 
Events that fall under the social category also fall again under leisure and private events. The first type of event that the group of Leisure events cover is Sporting events such as the Olympics and football matches. This type of event is either a spectator event or participant-type event and things like ticketing and transportation are particularly important. Sporting events also require rewards such as trophies and certificates which must be organised in advance as well. 
Second on the list are Festivals, for example Reading Festival, Isle of Wight Festival and the world-famous Glastonbury festival. Smaller events may be held only on one day but most larger occasions are held over several days and require much more substantial organisation than most other types of events. Festivals are great community events that promote tourism and boost spending in a particular area while the festival is on. Early on at least, the most important part of the event theme is the name which needs to be both catchy and short. The festival must not clash with anything in the local community or any of its rival festivals which is limited to the few months covering summer as this is when festivals tend to be organised. 
Thirdly on the list are Concerts where artists anywhere from small folk bands to stars as big as Ariana Grande put on a show for their fans to make profits for them, their team and their brand as a whole. Concerts can also take the form of fundraising events where the aim is to make money for charities through performances by multiple artists (for example, Live Aid). Depending on the theme, it’s important to include artists that reflect this well and are good ambassadors for the event as a whole. Budget analysis for both concerts and festivals are very important as it may be that some of the artists will need payment which needs to be considered. 
Lastly are fashion shows, for example Paris fashion week or London fashion show. Similarly to most event planning, it is key to highlight the purpose and theme in the first instance before booking things such as a venue and catering services. The audience of the event must be considered greatly as there is no point designing an event the participants won't engage with. Fashion events present unique challenges to event planners and require more split-second decision making than most events. Different duties come with a fashion event such as managing clothing wardrobes, make-up and hair functions and promotional campaigns before, during and after the event. 
Private events are, as in the title, closed events for private groups such as Weddings and Special Parties. Being a wedding planner is a very important role and vast in its responsibilities. The wedding must have a clear theme and be relatively steered by the couple in question. Special parties cover everything from Graduations to carnivals to music release launches. Similarly to the wedding planner, this event planning role has vast responsibilities and the theme is also heavily influenced by the client in question. For weddings and special parties, it is key to establish numbers of guests, location, date and budget as early as possible and to cater the event to appeal to the guests. 
 


Case Study (10 - 10 points, 30 lines)  
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) 
How would the couple like the theme of their wedding to appear based on the venue they’ve already chosen and as a reflection of their personality as a couple?  
1. What is left of the wedding budget to put towards the rest of the preparations?  
2. How many guests are the couple inviting to the ceremony and how many more for the reception? 
3. In terms of refreshments, does the venue provide the catering themselves or are the couple intending to book an external company?  
4. Please can the couple provide a list of any special dietary requirements of themselves of their guests.  
5. Are the couple planning on sending digital or physical invitations? If physical, do they have any ideas to give to the graphic designer to base their initial proofs on?  
6. Do the couple have a particular order they’d like their ceremony in or are they happy for the planner to schedule event sections according to how they see the venue working with the ceremony?  
7. As the reception venue is already booked, what type of entertainment would they like for their guests in the evening?  
8. If applicable, how far is the ceremony venue from the reception venue and will the guests require transportation between the two?  
9. Do the couple need any assistance with honeymoon planning or outfits for the wedding party on top of the main arrangements?  

b)  
George can develop the theme of the wedding with the couple and establish what décor they would like and how they would like the main rooms for the ceremony and reception decorated accordingly.   
1. George can establish the couples' budget and prepare a budget analysis to display how the costs will be distributed over each aspect of the wedding.  
2. Hopefully, the clients will have approximate guest numbers laid out already so George can use this to begin organising the table layout for the reception.  
3. He can also use guest numbers to start recommending invite designers and distributors depending on what the couple is looking for.  
4. Depending on whether the ceremony and the reception are at different locations, George can begin organising transportation information OR the actual transportation itself between the two venues.   
5. In terms of catering, George can establish with the couple what type of food/drink they are after and recommend some companies accordingly based on caterers he’s used before.  
 
c)  
It is common knowledge that couples find a “lot more thought and time that goes into planning a wedding than they would have ever imagined” (8 Benefits of Hiring a Wedding Coordinator-fashioned events, 2017). A wedding planner provide great knowledge of planning this sort of event.  A couple with no experience can greatly benefit from this in many ways. Understandably, couples can often find the process stressful, especially through lack of prior knowledge and any time restraints that may be present. When developing their budget in the first instance, couples will be searching for the best services at the cheapest price. A wedding planner will already have this knowledge through experience planning other weddings in the past so will know which companies to use in each instance. They may also be able to get the couple extra discounts which will benefit the couple greatly, especially when budgets are tight. Having a planner equally ensures a lower chance of any costly mistakes occurring. As well as saving the couple money, a wedding planner also saves time. Confirming venues, vendors, staff, deliveries, etc. is a time-consuming process, especially when put alongside “working a full-time job and maintaining your relationship” (Robertson, 2018). When hiring a full-service wedding planner, couples are able to release those responsibilities onto the planner and relieve themselves of most of the stress of the wedding planning process. Finally, the most exciting part of including a planner in your wedding, is enjoying the event itself. The planner is a “safety net” (Robertson, 2018) and the couple will not have to worry over any aspect of the event as George will have it covered.  
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