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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.i How is opening ceremony for an event different from rest of the event?
Planning process for opening ceremony is different than planning for rest of the event. Opening ceremony normally involves entertainment and a keynote speaker delivering speeches. It normally lasts for a day or an evening. Sometimes visitors only attend opening ceremony, which is the reason why it is important to host the opening ceremony at the venue with the maximum capacity. 
1.ii. Why is it important to have a defined vision before planning a meeting?
In the process of organising a meeting, it is important to start with defining a vision of this meeting based on the client`s requirements. Defined vision is a factor that helps the meeting planner to understand necessary steps to be taken to make this event successful. Based on the defined vision, event planner can find the most suitable venue for this type of meeting. Venue that is in the place which is easily accessible to majority of visitors. Defined vision helps to understand what kind of visitors will attend this meeting which is important factor in the process of choosing the most suitable venue. In the process of marketing this meeting, defined vision helps to come up with a strong marketing strategy. Defined vision also is the main factor of creating a strong budget plan for the meeting. 
1.iii. List the main tasks that a wedding planner is required to perform
· Most suitable venue finding 
· Creating wedding design
· Venue decoration and set up
· Wedding budget creation 
· Dealing with potential entertainment providers 
· Involvement in speech and wedding vow creation 
· Dealing with the potential catering providers 
· Involvement in finding wedding dress, suit 
· Dealing with deliveries and any service providers 
· Accommodation finding if requested 
· Organising venue clean up and restoring it to its original state 

1.Iv. Explain the importance of good security measures when planning an event.
Having a good security system in place is on the most important factors for the event to be successful. Security requirements varies based on what kind of event is organised. Extra security is needed in events like music festivals, concerts, parties where alcohol is sold on the premise. Extra security also is needed in some of the sport events to ensure that participants are secured and to reduce possibility for fights between different team supporters. It is highly important for event organiser to consider the best security company needed for that type of the event and to make sure that security company is providing their services at the high level during the event. If there is no good security measures considered during the planning process, this can potentially cause lots of problems during event an create an unsafe environment. 
1.v. Outline the important factors that must be considered when planning a conference
It starts by asking 2 questions:
1. What is the purpose of this conference?
2. How this purpose will be achieved?
Next important step is to find most suitable venue for the type of conference. There is different type of venues where conferences could be hosted, so it is vital to know at the early stage what kind of venue is needed. Once, you know what kind of venue is needed, then it is important to consider the best location and required capacity where this specific conference could be hosted. During the process of evaluating the venue, it is important to find out what facilities this venue offers. It’s also important to consider if there are any accommodations nearby for the guests who will need this service. 
2.Outline the main sectors for event planning. Provide one example for event that falls within each sector. How the planning requirements differ for different type of events?
1. Meeting with the client for discussion of what kind of event they are looking to host. 
(As an example, I am using conference. Event planner would host the meeting with the potential client to find out as much information as it is possible about the event they want to host. It would be important to understand the purpose and reason of hosting this event, most preferable area to host it, approximate attendance and the client`s budget.)
2. Start working on event proposal. The work involved in this step depends on the size of the event. This can involve researching the best venue for that type of event, creating budget, starting conversations with possible partnerships. 
(As an example, I am using a traditional wedding for about 200 guests and their budget is £4000. Event planner would research the best possible venue to host up to 200 guests and the costs of reception. Also, research for any other service providers. 
3. Event proposal submission to the client with the full program, venues and any costs associated 
(I am using a big company that wants to host a conference for up 2000 people. Event proposal submission might not be as important when dealing with small events, but in the corporative world companies are keen to hire the best possible event management service company. Therefore it is important, to submit proposal with detailed explanations of the program proposed and the costs associated.) 
4. Once the client has confirmed the proposal, event organising process can begin. This includes securing the venues, signing contracts with any third part companies involved in that event, hiring staff or any other things necessary to be done for this event. 
(As an example, I am using wedding. Once the bride and the groom has confirmed the proposal and most likely paid deposit as a security, event planner can start to organise the wedding based on the proposed plan. It is important to keep clients updated on the progress. )
Case study 
A) How many guests are expected to attend, what is their budget and how they would like this budget to be spent, what kind of decorations you would like there to be and how much budget you have for this? What kind of refreshments you would like and how much budget you have for this? Would you like any entertainment to be arranged and how much budget you have for this? Would you like help with choosing wedding dress/suit? Are there any guests that would need transport/accommodations to be arranged?
B) Create detailed budget plan, advise and help with choosing the best wedding dress/suit, advise and help with choosing the best wedding rings, arrange any extra service required-such as entertainment, catering, transportation, accommodations, create a list of decorations needed and design 
C) Wedding planners have partnerships with different service providers and most like George would be able to offer discounted prices for services needed, so there is a potential to save on finances. By hiring George, they would also benefit from having a hustle free wedding experience as the wedding planner’s responsibility is to deal with any type of enquires, problems and to make sure that wedding planning process and the wedding day goes by the agreed plan. 
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