Answers To Assessment 
1. Explain the duties and responsibilities of an event planner/coordinator 
Answer: 
1.  Initiating: The event manager typically begins with initial phases of an event.  
2. Planning: This is the most important aspect of the event management process.  This involves making plans that detail how things should progress up to the time the event is completed. 
3. Executing: This stage involves pulling the event plans into action.  
4. Monitoring: This needs to be carried out throughout the duration of the event by event personnel who are required to observe how the event is playing out out with guidance from the event plan.  
5. Controlling: This phase is crucial.  It requires acting an observation made during the monitoring phase by taking decisions and making adjustment to the event plans in the face of the dynamic nature of the event proceedings.  
6. Closing: It involves handing over the finalized product to the client which requires clients signature. 


2. Outline the main tasks involved in event planning. 
Answer: 
1. Pre-planning: This requires the planner to undertake Pre-planning activities which requires visualizing how the planner would like events to unfold.  It involves taking into account the number of people and their characteristics in terms of gender,  age groups and their specific needs.  
2. Logistics: This has to do with olanning,  organizing and coordinating the movement of goods,  equipment,  services and people to their point of need.  This cannot be over emphasized because haphazardly planned logistics may result in the late arrival of supplies.  This ensuresthat everything is arranged at the appropriate time.  It involves 
a.  Supplies,  transport  and distribution 
b. Technical facilities 
c. Lighting
d. Sound and communication 
3. Budgeting: This compiles all expenses that would be made for the event.  This shows the estimated cost using records of budget for similar events held previously.  Have some emergency funds available to take care of unexpected expenses.  
4. Schedule of events: This document is important in the preparation of events.  It shows the break down if activities into bits and highlights the tune for performing activities.  This cue-to-cue document takes into account activities such as the arrival of guests,  transportation plans,  hospitality arrangements,  security,  information about the venue,  clean up and equipment set-up procedures.  This document contains detailed information for the smooth organization of the overall event experience for all concerned.  


3. What are the five Ws in event creation?  And what is their importance when planning an event?  
Answer: 

1. Why: This is to discover the purpose for staging the event.  This is to have a clear reason of the purpose or objective of having the event.  
2. Who: This gives a critical study to understand the characteristics of the target audience to help design concepts to meet their specific  needs.  To understand the diversity of guests in accordance of age,  profession or interest.  
3. When: This involves picking the right time and date that will be convenient to the audience and fitting the requirements of the event which is critical to achieving all-around success. 
4. [bookmark: _GoBack]Where: This helps in the finding of a good venue for the event.  To check out for the desirable features which could likely contribute positively to creating ambience and a good atmosphere.  
5. What: This concept also helps to bring out the program as well as assist in creating the content of the event.  

4. Explain the importance of identifying other events in advance,  which may directly compete with the one you are going to organize.  
Answer: 
 For the objective of the event to be achieved effectively, events that may likely to compete should be detected early to avoid the following;
a.  Clashing dates of both events
b. Distraction and none availability of target audience
c. None availability of venues with desirable features. 
  

