                              Assessment

1. Explain the duties and responsibilities of an event planner/coordinator?
The duties and responsibilities of an event planner/coordinator may include but not limited to:
· Meet with clients to understand the purpose of the event
· Plan the scope of the event, including time, location, program and cost
· Work with the clients to choose where to hold the event and whom to contract for services
· Inspect places to ensure they meet the clients requirements
· Coordinate event services such as rooms, transportation, and food service
· Confer with on-site staff to coordinate details
· Monitor event activities to ensure the client and event attendees are satisfied
· Review event bills and approve payment
2. Outline the main tasks involved in event planning?
The main tasks that involve in event planning are:
· Undertaking research activities
· Creating a unique design for the event
· Selecting an ideal venue and site
· Catering arrangements
· Making arrangements for transportation
· Creating unique invitation cards and dispatching them to guests
· Coordinating and supervising workers
· Making provision for accommodation
· Evaluation of the event







3. What are the 5 Ws in event creation? And what is their importance when planning an event?
The five Ws in an event creation are:
· Why, who, when, where and what
It`s importance when planning an event:
· Why:  at this point when planning an event you need to ask what it is the purpose or objectives of having the event, outline a clear reason why the event manager hope to meet in the event and this will guide the event planner to develop the best concept to meet the objectives
· Who: make a clear study and understand the characteristics of the target guests to help design concepts to meet their specific needs.
· When: picking the right time and date which is convenient to the audience and fitting the requirements of the event is a critical to achieving all round success
· Where: for a successful event you need to consider if the venue offer enough capacity, are there adequate facilities such as power supply, catering, toilets, etc,,, by asking yourself this question you need to choose a venue with good atmosphere, a unique locations and beautiful surroundings
· What: what is the right concept? And how can this are developed? For a successful event. The event planner has do a research on other similar events in the past, next step is to share your research findings with other stakeholders in a brainstorming session  and get their ideas too


4. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organize?
The importance of identifying other events in advance which may compete with the one you are to organize is that it helps in staging, planning, executing, monitoring, controlling and closing an event that have the power to create a lasting and powerful impression.




