Karen Williams
An introduction to Event Planning

i. The duties and the responsibility of the event planner are to put together a well-planned and organised event with total understanding of what is involved.  To listen to the client and their expectations of what they want is probably the most important part of the planning. Being responsible and having the negotiating skills for the budgeting and monitoring of the event.   Good logistical planning, ‘organising and coordinating the movement of goods, equipment, services, and people to their point of need.’ 

ii. The main tasks involved for event planning are :-
a. Listening to the client
b. Preplanning
c. Budgeting
d. Schedule of events document
e. [bookmark: _GoBack]Monitoring the event
f. Creativity 
g. Ability to work within a team and communication skills. 
h. Negotiating

iii. The five Ws are why, who, when, where and what.  It gives you a head start into planning a successful event. All the questions you should ask yourself when putting together a schedule and the pre-planning going forward.
iv. An event planner should always check the venue, location, the size of the room, the facilities provided, the catering, accommodation and the cost.
v. A refreshment break for a group of 1000 people should be around 30 minutes.
 
2.	      Logistically the event planner should be able to plan, organise and co-ordinate the movement of goods, equipment, services and people to their point of need in a timely fashion. This is an important perquisite of an event planner.  The schedule of events is a critical document that the event planner needs to keep to a tight deadline with everything happening when it should.  They should be prepared for any eventuality. The prerequisite for becoming a successful event planner is to have a formal education and a range of industrial-specific skills so that the above can all be put into action when organising any sort of event be it corporate or not. 
3.	        
CASE STUDY
· Carefully interviewing client to establish his goals, objectives and budget.
· Budgeting
· Acquisition of permits 

· Food and catering arrangements
· Decorating
· Monitoring the event



