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           An Introduction to Event Planning



1  SHORT QUESTIONS:



I.EXPLAIN THE DUTIES AND RESPONSABILITIES OF AN EVENT PLANNER/COORDINATOR

The first step of event planning requires the planner to understand which activities must be visualizing, how the planner wants the events to unfold. It involves knowing the number of people and their characteristics in term of gender, age, groups, and their specific needs.

When pre-planning events you need to: 

- Understand the purpose of the event.

- Clearly list all activities/seating arrangement.

- Outline food, drink requirements.

- Consider transportation to and from the event.

- Determine the budget requirements.

- Specialy dates for holding requirements.

- Create timeline for planning.

- Obtain written evidence availability of venues.

- Conduct research to determine the best performers and speakers you need to invite number of staff… so on …



II. OUTLINE THE MAIN TASKS INVOLVED IN EVENT PLANNING.

An event planner may handle the following tasks related to that event.

· Undertaking research activities.

· Creating a unique design for the event.

· Selecting an ideal site venue.

· Catering arrangements.

· Making arrangements for transportation.

· Creating unique invitation cards and dispatching them to guests.

· Coordinating and supervising workers.

· Making provision for accomodation.

· Evaluation of the event.



III.  WHAT ARE THE 5 Ws IN EVENT CREATION AND WHAT IS THEIR IMPORTANCE WHEN PLANNING AN EVENT? 

The 5 Ws in Event Creation are: why? Who? When? Where? And what?

Their importance when planning an event is: 

· Why are we putting on the event? 

This is the first question you need to ask when planning an event. Discovering what the purpose for staging the event.

· Who do we want to come to the event?

Knowledge of the target audience which will attend the event is a must know as this as will form the basis of your marketing plan.

· When is the best time to stage the event?

It is very important to determine to avoid conflicts with other events.

· Where is the best place to stage the events?

The most suitable and convenient venue should be chosen to facilitate easy access and also to create the an enjoyable atmosphere.

· What concept or idea will best series the purposes of the event? 

 It's recommended for event planners to engoye in brainstorming sessions to come up with a concept for the event if one has not been developed a proposed already. These are noted on a whiteboard. Another list compricing of ideas based on their “quality” or attractiveness may be compiled. These 2 list can then be fused to arrive at a combination of ideas which serves as the event concept.

 

IV. HOW SHOULD AN EVENT PLANNER EVALUATE AVENUE TO MAKE SURE THAT IT BEST SERVES THE EVENTS REQUIREMENTS?

When making arrangement with the venue owners it is vital to find out to what extent promotional activities can be carried out at the venue in terms of: 

· Provision for displaying banners,signage and directional signs.

· Information on restrictions oncerning display of event information.

· The availability of concierge on information desks.

· On site business centre and office services.

· Shipping and receiving services.

· The availability of telephones in meeting rooms.



V. WHEN ARRANGING FORVA REFRESHMENT BREAK FOR A GROUP OF 1000 PEOPLE, AN PLANNER SHOULD ALLOW…?

A) 30’

B) 60’

C) 30’ 45’  • 



2 AN EVENT PLANNER IS A PERSON WITH APPROPIATE SKILLS FOR MAKING TIMELY DECISIONS. DISSCUS THIS.

The most important skill for an event planner is to make deccission at time, but before making a deccission, it's important to have others skills as: 

· Strong communication.

· Tend to work in team/single.

· Creative.

· Flexibility.

· Organization skills.

· Have management skills.

· Natural interpersonal skills.



3 WRITE A SHORT NOTE ON THE BENEFITS OF SUCCESSFUL AND SAFE EVENTS.

Wheter an event planner do a great work, the company which did the job could call for the next event or even they could recommended you for other companies that they are looking for an event planner.



CASE STUDY:

Adam is an event planner and deals particulary in the area of special party celebrations.

He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be the sequence of working procedures? ( please rewrite the following in the correct order)

          1:  ( F)  Carefully interviewing client to establish his goals, 

         Objectives, and budget.

         2: ( C) Monitoring the event.

         3: ( E) Budgeting.

         4: ( A) Acquisition of permits.

         5: ( B) Food and catering arrangement.

         6: ( D) Decorating.
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