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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. 
	Please insert your completed assignment ( in word format)  here:

1. Short Questions: (15) 
i. Why should an Event Planner break down the tasks into phases? Breaking down the tasks into phases is fundamental in order for the planner to tackle each phase more efficiently and in a timely manner from one stage to the other. 

ii. What type of information an Event Planner will record during his/her first meeting with the client? 
The contact detail of client  The purpose or goal of the event  The background of the client  The event profile  Benefit to gain from hosting the event  How will the client be approached; directly or through a third party?  Ways client will participate in meetings  Identity of person who will makes final decisions  Who should be chosen to approve changes to the event plan? Note down likely candidates  Requirements of presenters (equipments etc.)  The nature or type of event (whether conference or meeting and other specifications)  The type of target audience to expect  The number of staff to employ for the 

iii. List the importantfactorsto consider when creating a site plan. 
Entrances for attendees and their proximity to transport and parking  Good positioning of stage to allow for unrestricted viewing of performance  Availability of power and water for stage areas, catering and toilet  Closeness of entrance to parking and other transport facilities  Provision of shade and shelter  Adequate pedestrian lanes for free movement of people  Identification of areas of high participant concentration to position revenue receiving facilities there  Provision of site access for deliveries and emergencies  Positioning catering close to shaded areas  Location of toilet facilities in convenient places and away from catering team  Waste disposal facilities  Signs showing direction  Directional signage where needed


2. ”The purpose of the planning phase is to create plansto achieve goals you set for the event.” Please explain what type of plans are created for the event at this stage. (7) 
Defining plans is fundamental to guarantee the overall success of the project, at the planning phase, there are several plans that need to be completed, these include: scope plan (number of guests, amount of resources needed); costs plan (budgeting costs, to include costs of resources, and the contingency costs); staffing plan (list of all activities and the skills required to accomplish them); quality plan (listing conditions needed to ensure the service will be of high quality); communications plan (how communications will be carried so the event planner/executers are aware and able to support these throughout the event); risk management plan (list of potential risks that may affect the event and outline steps to minimize the risks with potential higher impact on the event); procurement plan (outlines items that need to be bought or rented in order to get the event started, information about delivery dates, and compare costs of various vendors), schedule plan (needs to contain all the scheduling information and should always meet the expectations of the client).  

3. “Before choosing a venue, it is crucial to conduct a site survey.” Describe the main points to consider when conducting a site 

The site survey is a very important set of event planning because it allows the event planner to understand what type of venue he will be working on and develop a list of equipment for the event.  During this survey is important to find out about who is managing the site and obtain their contact details, find out about rules of governing, vendor contract requirements, liability insurance, ask for the loading dock procedure and inspect this physically to examine all access to the venue and the area surrounding the venue but also measure dock height and any ramp grades and determine if you need ramps, or other lift options), ask about dock hour restrictions and security,  measure door dimensions and interior space to establish accessibility, measure all doorways and hallways to verify accessibility, request map of the building, find about the work schedule of security personal, inspect the venue to measure ceiling height, test telecommunications, etc.   
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