 1.

Every event planner must to be ability to work in a team and having good time management. He must to understanding reason of the event and have to have knowledge of structure design. 

He must to be handle client queries and troubleshoot on the day of event and before. Also must to be ability to solve problems using own creativity and do right/ finally decision.  Need to know the budget of the event and having negotiating skills and deadline oriented. He take responsibility for staff management and have to calm them if they are under pressure. 

2.

The five 5 W’s of event creation are: why, who, when, where and what

I think Event planner must to know reason of event, who want to come to the event and what type of people we are invented, when is the best time to do an event ( time of the year, time of the day), specific place and what is concept or idea of the event. 

3. 

Firstly an event planner have to ask about all amenities. I mean he need to ask about provision and restrictions for displaying banners, directional signs and request about services requirements: shipping and receiving. 

Secondly is view the facilities. He must to know about condition and number of all facilities ( tables, car park, carpets, decor on the wall, medical access, restroom area, wheelchair access). 

Next thing is A/V: Audio and Visual Equipment: internet, microphones, monitors, screens for video.

Also Event planner must to explore all catering options: is the kitchen on site or is just catering options from somewhere else, detailed menu and serving options, meet the main chef and test the food. Plus he need to find right, responsibility, staff people and doing a list who will be on each position.

An Event Planner have to planning the meals: food can’t be serve too late or too quick, too hot or too cold. 

The last things is document and budget of the event. Event planner need to know all  of the cost and payment options. 
4.

f) Carefully interviewing client to establish his goals, objectives and budget

e) Budgeting

a) Acquisition of permits

b) Food and catering arrangement

d) Decorating

c) Monitoring the event 
