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1.
i)
According to our reading materials given, an event is “a well-planned and organized occasions with the view of meeting or achieving specific objections for the benefit of person, group so person and promoting social interactions.”  For the event to run smoothly, there must be someone who is charged with the responsibility of planning the event.  Such a person is known as an event planner.
The event planner has many duties and responsibilities which include
a. Gathering information
b. Developing concepts
c. Planning
d. Coordinating and 
e. Evaluating the event
ii)
The event planner also performs many different tasks which include
· Undertaking research activities
· Client consultation
· Budgeting for the event
· Venue selection
· Selecting reputable caterers who can provide the best meals for value
· Organizing transportation arrangements



iii)
The 5 Ws of event creations are:

· Why 		– 	The reason for planning the event
· Who		 – 	Target audience; know who they are for the purpose of a 
marketing plan
· When		 – 	The best time for the event in order to avoid conflicts or 
clashes with other events
· Where 	– 	This must be taken into consideration.  You must find the 
most convenient venue for the event
· What 		– 	This addresses the concept or ideas that best serve the 
purposes of the event.

iv)
Your venue creates the largest impact of your event.  It can either make or break your event, since it provides the experience that every planner is seeking to provide for their participants. For this to happen, the planner must evaluate the venue.  This is done by viewing the facility with the venue sales manager to determine the physical state of the facility, its lighting, capacity, flexibility of its layout and restroom facilities.  Viewing of the facility also include information on all audiovisual equipment.  Catering information is also sought.  It involves access to kitchen facilities, menu details and tasting of dishes.
v)
When arranging for a refreshment break for a group of 1,000 people, an event planner should allow 30 minutes.




2.
Being decisive is one of the many skills and attributes an event manager must possess.  This means having the ability to be quick thinkers and to be able to make many decisions simultaneously.  Decisions are also needed to be made as quickly as possible to  speed up the smooth flow of the planning process.
3.
Successful & safe events
The safety of persons attending the event is of great concern to any event planner.  This however is more applicable with large events.  Depending on the number of persons at the event, the planner must have to decide on requesting persons to assist with providing a secure event for participants or patrons.  In some cases, emergency vehicles are placed on standby, should the need arise for anyone to be transported to the hospital.
Case Study:
a. Carefully interviewing client to establish his goals, objectives, and budget
The first step of the event planning process is to meet with the client to establish specific goals and objectives such as the reason for organizing and event and what is expected to be achieved from the event.
b. Budgeting
A budget must be established for the event and should include both internal and external potential expenses.  A balance sheet can be created, listing the expenses.
c. Acquisition of permits
The next step when planning events, is to seek permits that must be sought for certain areas.  It is important that the planner gets information on the venue and  their rules and regulations if there are any.  For example, hosting a wedding on the beach would require permission from the Tourism headquarters of the country to host the event.  

d. Food and catering arrangements
Meal planning and ensuring that there is adequate supply of food and water for guests is another step in the event planning process.
e. Decorating
The next step is decorating your event and creating the perfect ambiance for your guest.
f. Monitoring the event
The event planner should be present at the event to monitor the progress of the event, and if any last-minute changes need to be made to any part of the event.
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