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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. 
	




  1. Why an Event Planner must break down the tasks into phases? 
The need to break down the tasks into phases is so that the planner can take on each task individually and can work more effectively by doing so. There are a lot of tasks that have to be taken on, therefore need more efficiency.
2. What type of information an Event planner will record during his first meeting with the client?
Initial meetings will include taking the clients details down for future communications. Why the client is wanting to have the event, i.e. birthday party, conference. The client should know what they want to achieve from holding the event. The client should also specify how they would like to be contacted in furture; through them or through someone else. It is also important to find out the target audience of those attending the event, this will help the planner and client dicuss appropriate themes for the event. By having all of this important information from the client will ensure the event goes as smoothly as possible.
3. List the important factors to consider when creating a site plan. 
Site plans are made up of many different stages. To begin with the Event manager and sales staff must begin with the initial phases. Next they need to make plans that will show how things will be progressing prior, during and after the event is finished. Everyone should be aware of what is going on and what their role will be. It is also important at the planning stage to create a contigency plan incase anything does go wrong. Putting all of these plans into action starts immediately. The staff chosen will have to be constantly monitoring throughout the whole event to ensure it is running smoothly and according to plan. If anything does happen to go wrong during the event it is crucial that actions be taken and adjustments made to ammend any of the issues. Finally once the finilisations have been made, the clients signature is required.
4. ‘The purpose of the planning phase is to create plans to achieve goals you set for the event.’ Please explain what type of plans are created for the event at this stage. 
There are a few plans that are created in order to help the planning process. The plans made are based on how much information was given by the client in the initial meeting. A scope plan is to help know the number of guests attending the event and all the resources needed. A cost plan is devised between the client and planner. The client must give a budget they are happy with  and then the planner can plan the event around the given budget. This includes all resources and any backups needed. As soon as they schedule is clear the planner can then start organising the staff and where they are needed. The planner must ensure that each activity has a member of staff with the right skill set to efficiently carry out the task. All events will have a high standard of quality, so making sure there are conditions in place will ensure that the quality stays of a high standard. Communications need to be clear throughout the event for all members that are involved. Making sure staff know who to report to incase there is a problem. A risk management plan is key as this will list threats that could occur during the event. By doing this, the planner is able to prioritize which ones could be more of a threat and have steps put into place in order to rectify these. Knowing what equipment and resources are needed will come into a procurement plan. This will show what items are needed and what items need to be brought in from an outside source. This also give the planner a chance to compare prices from different companies and could therefore be cost effective. Schedules are made so that everything runs smoothly and all expectations of the clients are met.
5. ‘Before choosing a venue it is crucial to conduct a site survey’. Describe the main points to consider when conducting a site survey. 
By knowing what the client wants, gives the planners and AV's a good idea of what equipment will be needed. The AV will need to visit the site of the event more than once to collect information so the event can run smoothly. Getting the contact details of important staff on site is key, for future contact purposes. Finding out measurements of doorways/hallways/elevators are important as this allows the planner and technicians to know if the equipment will fit through. Also acquiring a map of the site to find the best route in and out to take. Finding out when the security personnel are on shift and what parts of the venue are off limits. Locating all fire exits and ensuring the use of lighting controls etc can be used correctly.There will be rules that must be adherred to on site and these must be respected. These can be: No smoking/drinking alcohol, no violence and no animals except guide dogs to name a few.
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