[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Fruzsina Kovacs

	Student Number:
	35349

	Course:
	Event Management 

	Assignment NO:
	5.



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. 
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1. Most public events involve a variety of safety requirements imposed by local councils and other government departments. What types of permits might you need in order to meet those requirements?

Business license

Contact the city`s business license department to find out about getting a business license, which essentially grants me the right to operate a business in the city, this should be done for some fees.

Fire Department Permit

The Event Manager/Organiser might need a fire permit, if it will be open fire, or 
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using flammable materials at the event.

Air and Water Pollution Control Permit

If I burn any materials, discharge anything into the sewers or waterways, or use product that produce gas, I might have to get a special permit from this department in the city or county. Environmental protection regulations may also require, to get approval before doing any construction or beginning the operation. 

Public Liability Insurance

Is the protection for an Event Manager or Event Organiser.  It is a protection for the business activities for injure or kill a member of public or damage their property. 
If the person takes the Event Manager to the court, it will cover his/her legal costs as well as compensation he/she must pay.
The Event Manager or Event Organiser can take out public liability cover no matter how small or big the business is. It can also be useful for self-employed people and freelancers.

Sign Permit
Some cities have sign ordinances that restrict the size, location and sometimes the lighting and type of sign I can use outside of my business.

2. What  is   the   importance  of   conducting  a   pre-event  briefing  with  the participants? What sort of issues should be discussed in a pre-event briefing?
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Pre-event briefing is one of the most important discussion that define the planning process itself. Any last-minute detail, its crucial to discuss all the doubts and questions, discuss any issues, the security, timetable, emergency procedures.
Issus could be, the layout of the entrance and check-in, the protocol for guests, parking and access, onsite task distribution, and a Plan B.

3. “A well-managed ticketing process is essential to conduct a safe and well-organized event.” How?

Promoting any events is so important for their success. A Well managed tickets will have the details of purpose of the event and what entertainment will be provided, facilities, food, transportation and direction to the venue, also parking. Tickets also could hold different information like a map or brochures to give more information about the venue itself.

4. What is a site plan? Why is a site plan considered an essential tool in event planning and management?

Site plan is a map, which shows the location of the event. It could help stakeholders plan their own activities.
When considering a catering site plan, is important to set out a plan in grid format for ease use. 
Use numbering system to identify first aid location, entrances & exits, toilets. 
Access for catering, staff, guests, entertainers, emergency crew. Also could include path for pedestrians, where is the stage located, water supply, liquor outlets, security and police location, the surrounding area, seating arrangements, media points, help desk/reception, fire extinguishers.
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What are the benefits of conducting a debriefing after the event? What sort of information is gathered in this type of meeting?

Debriefing is happening after an event between the Event Planner and stakeholders, or between staff. Its about mainly to find out what part of the event went well, or which part wasn’t strong enough or need to look into it more to be more successful the next time. Its about finding out people’s reactions and opinions, whereas the meeting stage is more about analyzing key performance indicators, determine what went well and what didn’t, brainstorming solutions to challenges.
On this debriefing we could talk about goals, revenue and cash flow, logistics, problem solving, risk management, information channels, staff training and expectations, successes, technology, registration, any specific ideas. 

Produce an outline plan for an event of your choice which should include:
a) Purpose and type of the event
b) Event partners
c) Budget review
d) Performers and participants
e) Appropriate timelines
f) Physical and human resource required
g) Target audience
h) Promotional activities
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The rationale of the event will be for a Baby shower.
	Name of Event:
	Baby Shower

	Venue/locations:
	Manston Village Hall, Preston Road, Manston, CT12 5BA

	Date:
	01/10/2020

	Time:
	13:00

	Contact Person:
	Csilla Lejtman

	Ph:
	-

	Mobile:
	07711112222

	Fax:
	-

	Email:
	babyshower@gmail.com

	Website:
	www.babyshower.co.uk

	Mailing address:
	Ramsgate, Kent, CT11

	Any added info:
	Csilla doesn’t know about the party, it’s a surprise event.





Event description
	A surprise Baby Shower, elegant and sophisticated. 

	



Event participants
	10-15 guests

	



Event theme
	Rose gold, pink and white color. Elegant and sophisticated.

	





Activities of the event
	1. Baby shower games

	2. Gender reveal games

	3. Polaroid photo and collage maker



Event organization 

Name of the event partners
	Effclusive picnic 

	



Target audience 

	Csilla`s friends. Number of guests will be confirmed exactly, so the catering

	will be more accurate.



Budget
	Catering:
	Cold food platter x2 £35 / platter

	Venue hire:
	£20 / hours

	Activities:
	Games £20-£25

	Decoration hire:
	Only decoration (no flower, no cake) £55-65

	Party favors:
	£8 / person
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