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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. 
	Short Questions

i. An opening ceremony is an opening to an event.  This can take place within a nearby venue, but not necessarily at the venue where the main event is taking place.  For instance, the opening ceremony may have a much larger attendance than the main event going forward, especially if the event is over more than one day.   The opening ceremony may include entertainment components to create more of a fun atmosphere and an enjoyable experience for all.

ii. It is important to define your vision before a meeting or a conference as this will identify the purpose and message you wish to communicate to the participants as well as the objective of the event.  The planning and preparation for this should be decided many months before the event allowing you to procure and plan in good time.

iii. The main tasks a wedding planner is required to perform are:

· Choosing or suggesting venues fit for the purpose of the wedding/wedding reception/party.
· Planning the budgets and supplying a detailed analysis, together with providing an itinerary for the day.
· Assisting the client with dresses/attire ensuring it flows or coordinates with the chosen theme - if any.
· Preparation of the venue and ensuring all guests are provided for adequately.
· Speech Preparation or assistance
· Procurement of goods & services.  Liaising with suppliers.
· Contract security if necessary
· Find and reserve accommodation if required
· Receiving gifts if required or perhaps setting up an shopping account for guests.
· Honeymoon planning and travel preparation
· Venue clean up and the return of rental items.  

iv. It is important and sensible to have good security measures in place for any event if this is required.  This will hopefully prevent theft, damage to property, chaos or violence.

Visibility of security personnel is key to maintain the smooth progress of the event.  All checkpoints should be covered, especially at large events.  There should be sufficient numbers of security personnel to effectively deal with disturbances.

They can also be employed to oversee the parking facilities ensuring guests and goods vehicles are directed appropriately, as well as employed to assist in the transportation and deployment/removal of expensive items such as audio equipment and rented goods.

v. The important factors to consider when planning a conference are:

· The purpose of the conference and what it should achieve
· How will the ‘purpose’ be achieved 
· The venue and its capacity and its facilities
· The layout best utilised for achieving the purpose


	
2.       The main sectors for event planning:
Corporate Events - Conferences/Seminars/Meetings/Conventions/Party and Special Events

Example:  An event which requires the public, consumers, staff or clients to attend.  

Social Events – Personal or Leisure events such as celebrations, Parties, Recreational or Sports and Social

Example:  A celebration or commemorative event such as a wedding or private birthday party.  These events can be themed to make the event more interesting and intriguing.


	
3.        Case Study – Fiona & Jason’s Wedding

a) During the initial meeting George (the planner) should ask the following:

· What is the budget for each part of the wedding and honeymoon (if required)?
· What is their chosen venue for the ceremony and the time it will commence?
· What is the chosen venue for the reception and if it will commence straight after the wedding or at a later time?
· The number of guests attending the wedding and if additional guests will arrive for the reception or later that day?
· Is there a particular theme they wish to run throughout the day?
· Would they like caterers to provide canape’s, a lunch/dinner/buffet and if they would like additional food served later in the day?  What type of menu they envisage (giving suggestions)
· How would they like the venues decorated?  (giving suggestions)
· Would they like entertainment provided at different occasions during the day, not only to create a welcoming atmosphere, but to entertain?
· Would they like assistance with clothing choices/speeches/honeymoon planning?
· Will security staff be required?


b)  Here are some of the tasks George (the planner) can assist with now:

· creating an itinerary within their budget suggesting emergency funds if necessary
· seek out the best prices for the venues (if not already agreed), the catering choices, floristry, entertainment, photography & videography etc.
· Assess parking choices 


c)  The benefits of hiring George as their wedding planner:

· Less stress for the couple and their guests
· Negotiating best prices for services and rentals
· Ensuring matters are handled correctly avoiding costly mistakes




	



Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	Catherine Bailey
	Date
	31/7/20




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	













image1.png
ﬁ
o R




