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1.



i.



To ensure a well planned and organised occasion to achieve a specific objective by meeting with the client and understanding the clients requirements. Clearly list all activities that need to be done, such as timeline of activities/entertainment, staff responsibilities, staff required, seating arrangements, clean up etc. Then to manage all aspects of the the event planning process, from planning with subcontractors, venue booking, confirm schedule of events, budget tracking and marketing. Basically control an event from conception to clean up.



ii.



-Undertaking research activities

-Creating a unique design

-Selecting the best venue or site

-Planning any catering requirements

-Transportation arrangements 

Creating invitation cards and dispatching them

-Supervising and coordinating staff/workers

-Making provision for accommodation

-Lastly evaluating the event



iii.



Why are we putting on the event? This is to discover the purpose of the event.

Who do we want at the event? Ww need to know you the target market or audience will be, this will form the basis  of the marketing plan.

When is the best time for the event? This is very important to help prevent conflict with other events

Where is the best place to have the event? The most suitable site or venue to host the event that will add to the atmosphere.

What concept or idea will best serve the purpose of the event? Develop a concept/Theme for the event.



iv.



a.) 30 minutes



2.



Due to the time constraints, high levels of stress and client expectations, event planners need to have certain skills and personality traits to be able to copy with the pressure and at the same time still be very organised and creative. Event planners will start off with a set plan in the beginning but as time progresses things will change and the organiser will need to make decisions to ensure everything is still on track. Event organisers need to keep to strict deadlines and ensure that they are achieving the set goals at the times they have been set. 



3.



The benefits of a well planned, safe and successful events are better movement of people and equipment. A reduction in the likelihood of problems and if there is any issues, the ability to deal with those issues swiftly, which will lead to a reduction in accidents and injuries. A long term support from clients/staff/stakeholders, this will lead to more sponsorships and endorsements. Ultimately allowing for a more cost effective and successful event.





Case Study:



f. Carefully interview client to establish his goals, objectives, and budget

e. Budgeting

b. Food and catering arrangements 

a. Acquisition of permits

d. Decorating

c. Monitoring the event
























