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1.  Explain the duties and responsibilities of an Event planner/coordinator:
· Initiating: The event planner starts with the initial phases of the event with the staff. Also defined as the pre - planning stage, this stage the planner visualizes how does he / she want the event to unfold and they understand the purpose of the event.
· Planning: It is the most vital stage in the event management process.It includes making detailed plans of the event until the event is completed. The event planners & crew must know the right order of each activity, the time needed need to complete each activity and contingency plans must be included in the planning stage to handle the potential problems that might occur.
· Executing: The event planner implements the plans that were made earlier. 
· Monitoring: From the start to the end of the event, event planner / coordinator monitor and observe if the event is going according to the event plan.
· Controlling: Event planner needs to pursue the observations made during the monitoring stage, decisions and alterations needed to be added to the event plan. 
· Closing: Event planner passes over the final product to the client. The final product in event management industry refers to the plans, performance of the event and any feedback after the event is finished. 

2.  Outline the main tasks involved in event planning 
·  Dealing with research activities. 
·  Producing a exclusive design for the event.
·  Choosing the perfect location.
·  Catering arrangements.
·  Transportation arrangements.
·  Designing unique invitation cards & sending invitations to guests.
·  Supervising staff.
·  Accommodation arrangement.
·  Event Evaluation.
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	3. What are the five Ws in Event Creation? and what is their importance, when    
    planning an event?

· Why are we doing this event? The main purpose and objective for planning and 
having this event. The main purpose of the event will guide the event planner to 
develop the best concept to meet the purpose of the event.

· Who do we want to come to this event? Our target audience who will be attending the event. We need to know the target audience characteristics              so we can develop concepts that meet their characteristics.

· When is the best time to have this event? Best time and date to avoid conflicts   
         with other events. The event planner needs to put into consideration the 
         following factors: holiday periods, summer vacations, beginning of the     
         semester, event time, event concept and season of the year, month, day.

· Where is the best venue to have this event? When choosing the best venue event planners must consider the following factors: operational value, aesthetic appeal, enough capacity, availability of adequate facilities, enjoyable atmosphere, venue easy access and flexibility.

· What is the concept of the event? The event concept is created through   
         researching, brainstorming sessions & listing different ideas, discussions and       
         concept development. To have a successful event the event planners need to 
         develop a winning concept.
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	1. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organise.

      It’s important to identify other events in advance to avoid conflicts with the event 
      that the event planner is going to organise. The event planner needs to pick the 
      best, most convenient and right date and time that fits the target audience 
      requirements.                 
    
      The event planner needs to put into consideration the following factors: holiday 
      periods, summer vacations, beginning of the semester, event time, event concept  
      and season of the year, month, day. These factors compete for audience and 
      medias attention. 

      If the event is in the weekend guests are more likely to come to the event than         
      it is in weekday. Guests are more likely to come in the evening during the week   
      than in the morning. It all depends on whose our target audience, their age, 
      interest and profession. 
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