


An introduction to event planning
Assessment #1

Short questions:
Explain the duties and responsibilities of an Event planner/coordinator
The main responsibilities of an event planner are:
logistics (planning, organising and coordinating the movement of goods, equipments, services and people)
budgeting (expenses and accrued expenses)
creating a schedule of event (brake down of every activities and designated space)
evaluate the venue (facilities and exits)
Multimedia equipment
catering options (in house, external)
Staffing (hiring qualified people)
Safety (emergency plans such as hospitals and security

II)  Outline the main tasks un event planing.
-Undertaking research activities
-Creating unique design for the event
-Selecting ideal site and venue
-Catering arrangements
-Making arrangements for transportation
-Creating unique invitation cards and dispatching them to guests
-Coordinating and supervising workers
-Making provisions for accomodation
-Evaluation of the event.

III) What are the five Ws in Event Creation and what is their importance when planning an event?
Why are we putting an event? So you can find the purpose for staging the event and what you want to accomplish.
Who do we want to come to the event? To know the target audience (basis of marketing plan)
When is the best time to stage the event? To avoid conflict with other events.
Where is the best to place to stage the event? Have to consider convenience and enjoyable atmosphere
What concept or idea will best serve purposes of the event?  Theme or tasks that will want to be included.

IV)How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?
-Provision for displaying banners, signage and directional signs
Information on restrictions concerning display of event information
The availability of concierge or information desks
On-site business centre and office services
Shipping and receiving services
The availability of telephones in meeting rooms
The physical state of all facilities
Adequate lighting
Adequate capacity for venue
Flexibility of layabout (table and chairs)
Restrooms and medical facilities
All audio and visual equipment (projectors, TV, WiFi, Whiteboard...)
Catering options with venue 

V) When arranging for a refreshment break for a group of 1000 people, an event planner should allow?     30 minutes

           2. “An event planner is a person with appropriate skills for making timely     decisions” Discuss this.

An event planner has to be prepared for unexpected problems. When dealing with people things can change any minute, and aim is to get the event to happen as the client has requested. The event planner should have to hand information, for example nearest hospital, and tools, for example remote batteries.

     
         3. Write a short note on “ the benefits of a successful and safe events’’

When events are successful and has all gone to plan, normally due to the amount of time and research invested, there and benefits for the organiser. Benefits such as less cost resulting form security, repairs and cleaning, and securing your clients.

4. Case Study
1 Carefully interviewing client to establish his goals, objectives, and budget
2 Budgeting
3 Acquisition of permits
4 Food and catering arrangement
5 Decorating
6 Monitoring the event
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