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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.
i. The event planner’s duties and responsibilities are to ensure that the client’s goals are understood and achieved from conception to fruition.  This is achieved by good communication, budgeting, planning and timing for all elements of the event from catering, staff, transport, portaloos, music, venue, accommodation and guest lists.  
ii. The main tasks in event planning start with research of all that has been discussed with the client to ensure good understanding of the end goal.  Once the research is well under way design of the event commences, honing in on the fine detail of the event that is bespoke for the client.  Then a venue is selected that would be a ‘best fit’ for the event.  The event planner would follow up on earlier research and suggest the best venues for the client to select from highlighting the pro’s and con’s for each venue.  Good communication is essential at this stage of the planning.  Once the venue has been selected it will be necessary to discuss catering preferences with both client and venue.  Transport for the client, client’s family and guests also need to be taken into consideration.  If outside caterers are involved then arrangements for their arrival, vehicle parking, power for refridgeration and cooking must be considered.  Making arrangements for parking vehicles for people with additional needs is essential.  Once all the preliminary arrangements are well under way then it is time to give thought to how the client wishes to invite their guests, choice and design of invitations and the method of circulating these.  Staff required at the event will need hiring, instructing on the client’s wishes regarding service, dress code and supervision before and during the event.  Client’s guests may require accommodation and lists of a variety of accommodation types and budgets should be sourced and provided.  Following the successful event the event planner should evaluate and report back to the client always learning from each event to move forward to further success.
iii. Why, who, when, where and what
Why is to discover the purpose of the event.
Who is to ascertain the target audience which forms the basis of the marketing plan
When is to ensure that other events will not compete or detract from the event
Where is to discover the most suitable venue/site for the event taking into account ease of access and optimum enjoyment
What is to share initial ideas and thoughts and develop them based on quality and attractiveness to finalise the event concept.
iv. The event planner should liaise with the venue sales manager who should be willing to provide information on what the venue offers in terms of promotional activities, flexible layout, capacity, wifi and associated information technology, catering, parking, staff and costs.
v. a) 30 minutes
2. An event is only as good as the calm time management of the event planner.  Although event planning requires spinning many plates concurrently this does not have to be a chaotic experience if adequate pre-planning, communication and research are commenced right from the outset.  Taking stock at intervals during the planning stage and reviewing what has been achieved and what tasks are yet to be completed is essential to ensure success.  Prioritising, understanding the time for each task, structuring the plan and setting achievable deadlines and allowing time and space for unforeseen problems will ensure success.
3. A good, detailed, well thought out event management plan (EMP) is the key to a successful event, it is the ‘go to’ instruction manual for the event planner.  The benefit of well-planned events ensures reduction in risks whilst people and equipment are moving about the venue, reduction in extra costs due to additional cleaning and repairs and knowing how to respond in times of crisis ensuring a secure environment and reduced liability claims.  A well run event means that the team all feels confident in their tasks and will return to participate in future events.  Successful and safe events are the best marketing strategy in their own right and indicate professionalism to clients, staff and sponsors.
Case Study:
f. Carefully interviewing client to establish his goals, objectives, and budget
e. Budgeting
a. Acquisition of permits
b. Food and catering arrangements
d. Decorating
c. Monitoring the event
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