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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. 
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Assessment 2- types of events
1. Short questions:
i. How is the opening ceremony for an event different from the rest of the event?
The opening ceremony sets the scene for the main event. It gives people an idea of what the event will be and it is used to excite and engage those who are attending. For example at the Olympics the opening ceremony would be large colourful displays from acrobats to music. 
ii. Why is it important to have a defined vison before planning a meeting? 
It is important to have a defined vison before planning a meeting because you need an understanding of the purpose, idea or message of what needs to be aid to the customer/client. Before going into the meeting you need to have an understanding of what you want to gain from the meetings. Where and when the meeting will take place needs to be determined well in advance so the attendees know. 
iii. List the main tasks that a wedding planner is required to perform?
A wedding planner needs to get involved with budget issues and provide the right input in the form of budget analysis. The budget sets the framework for the wedding. 
The next thing that needs to be planned is where the wedding is going to take place. A venue needs to be decided by both the couple getting married and the wedding planner.
Making an itinerary will determine what is going to take place for the event and the process of when they are going to take place. 
Making arrangements for security to ensure troublemakers are taken care of at the appropriate level so they don’t disrupt the event. 
Managing the theme and colour arrangements to ensure that you are sticking to the clients preferences.
Interacting with vendors, delivery people and tracking issues concerning delays and undelivered items, this is required so that everything is planned for the wedding and there is no disappointment for the clients getting married. 
Working with the clients to pick suitable dresses for the wedding, this is so they are happy with what they choose. They will need to consider the colour scheme, the style of dress they want and what length they want.
Setting up the venue and making arrangements for the provision of welfare and other facilities for visitors, for example; toilets, disabled access and lifts/ramps instead of stairs, also risk assessing the venue to ensure no hazards occur.
Getting involved in speech preparation and vow rehearsals so everyone knows what they’re saying and what they’re doing. 
Ensuring the wedding parties are held on time and at appropriate venues so nothing is late, and scheduling receptions so that the wedding runs smoothly.
Dealing with accommodation arrangements for guests to ensure everyone who needs a place to stay has on.
Honeymoon planning so the couple getting married only need to think about where and when they want to go. 
Cleaning up the venue and restoring it to its original condition so the couple and venue don’t have to do it all. 
Receiving gifts and parcels on behalf of the clients and making a list of who has sent what for the thank you cards if they want to send them. 
Returning all rented items to their owners to ensure everything goes back on time and doesn’t get lost. 
iv. Explain the importance of good security measures when planning an event?
Event planners need to put adequate security measures in place to ensure any opportunistic stealing of properties, preventing damage to the venue, misunderstandings or arguments do not happen. It is important for the event planner to outline roles and responsibilities of all the people in place working security to make sure little or no disruption happens throughout the event. There should be enough staff/helpers to help assist with the guests of the event. 
v. Outline the important factors that must be considered when planning a conference.
· Finding solutions to problems
· Launching of a product
· Briefing staff and clients
· Communicate information
· Discuss polices
· Motivate people

2. Outline the main sectors for event planning. Provide one example of an event that falls within each sector. How the planning requirements differ for different types of events?
Flowers 
An example of an event that would use flowers would be a wedding; this is because it sets the mood and lightens the atmosphere.
Decoration 
An example of an event that would use decorations would be a party; this is because it would bring excitement to the event, colour and dimensions.
Sound
 An example of an event that would use sound would be a music festival; this is because it sets the atmosphere and engages the crowd.
Event photos
An example of an event that would use event photos would be a fashion show; this is because it can be used for future event promotions. 
Catering 
An example of an event that would use catering would be a fundraising event, this is because it is an integral part of the day to raise money by offering refreshments in exchange for donations.
Floor plans
An example of an event that would use floor plans would be an exhibition; this is so everyone knows where they are going.
Invitations 
An example of an event that would use invitations would be a wedding; this is because people need to know what happening, where and when. 
Event security
An event that would use security would be a football match; this is to prevent sabotage, valance and injury to others. 
Parking
An event that would use parking would be a festival, this is because there needs to be enough parking spaces for the number of guests attending and there needs to be disabled spaces as well.

Case study
Fiona and Jason have 15 weeks to plain their wedding. They have already booked the ceremony and the 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?
· What is their budget?
· Do they have a colour scheme or theme in mind for the wedding?
· What food and drink they want
· If there are any special dietary requirements
· Guest list for invites and RSVP
· Timing throughout the day
· Entertainment
· Where the ceremony and the reception venue is?

B) List some of the tasks for which George can help them now?
· Can find information for food and drink suppliers
· Can find photographer
· Dress and suit hire
· Colour scheme and theme ideas
· Entertainment examples
· Hotels nearby and transport

C) What benefit will they get by hiring George for planning their wedding?
The benefits Fiona and Jason will get from hiring George to plan their wedding would be the whole process and leading up to the wedding will be stress free as they haven’t had to plan anything and they can relax and enjoy the wedding. He will have experience in the industry so he will know what he is doing and will be able to advice the best people for the jobs that need requiring. There will be no worrying on the day as the couple wouldn’t of forgotten anything and potentially they could be saving money as George will work and stick to the budget and advice on what is best for them.
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