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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. 
	Assessment #1 – An Introduction to Event Planning
1.i	The duties and responsibilities of an events planner/coordinator are diverse, but essentially boil down to one ultimate goal; allowing the client to relax and not worry about their event.  To do so, an event planner must take complete charge of all aspects of the event, from the planning and preparation stage, and include the running of the event itself.  During the planning stage, it is the duty of the event planner to fully research the events by sitting down with the client to establish goals, objectives and the budget.  Once the initial idea is formed, it is then the responsibility of the event planner to finalise the budget and select a venue.  After the venue is secured, they must then acquire all the necessary permits required and arrange for food and catering to be supplied if needed, and ensure there is adequate toilet or shower facilities for the number of people attending.  Finally, the event planner/coordinator must monitor the running of the event and supervise the staff to ensure that it runs smoothly.

1.ii	The main tasks involved in event planning are as follows; undertaking research activities, creating a unique design for the event, selecting an ideal site and venue, catering arrangements, making arrangements for transportation, creating unique invitation cards and dispatching them to guests, coordinating and supervising workers, making provision for accommodation and the evaluation of the event.

1.iii	The five “W’s” are why are we putting on the event, who do we want to come to the event, when is the best time to stage the events, where is the best place to stage the events and what concept or idea will best serve the purposes of the event.

1.iv	An event planner should evaluate a venue to establish what promotional activities can take place, including the ability to display banners, signage and directional information, on-site business centre or office space including availability of telephones in meeting rooms and access to shipping and receiving services.  It is also advantageous is a venue has a concierge or an information desk.

1.v	A refreshment break for 1000 people should last for 30 minutes.

2	“An event planner is a person with appropriate skills for making timely decisions”.  This is an interesting statement as “appropriate skills” could be taught, or already exist in a person’s repertoire.  The essential skills for successful events planners are to have a formal education and a range of skills specific to the industry.  Many of the required skills are either personal or interpersonal skills such as the ability to work both independently and as a team, a good level of communication skills, the ability to be highly organised and keep to deadlines prioritised by themselves, good analytical ability, creativity skills and a key attention to detail.  These skills are largely based on the personality of the events planner and will be honed through their experiences as they are fairly difficult to teach.  However, the ability to use project management software and a high level of computer literacy can be taught in structured classes.  Possibly the most essential skill required for a successful career is a good understanding of government regulations, political, social and economic issues.  These are all delicate issues that must be handled well and can be explained in a class or through literature.  It is vital that this events planners and coordinators consider these issues with regards to their clients; what can they afford, what regulations are needed for the event to proceed unhindered, how to not cause any political offence to either the clients, the guests or the local public.  It is also very important that an events planner or coordinator possesses the ability to make timely decisions, as this can make or break an event.  Contingency plans must be prepared in case something was to go wrong, and all decisions must be made according to a time schedule to ensure the event runs as smoothly as possible and is well planned.  If an events planner can hone these skills and continue to keep up to date with government regulations, political, social and economic issues then they will succeed in their job and do well for themselves, and their clients.

3	The benefits of a successful and safe event are numerous.  A successful event reflects directly on the events planner or coordinator and can ensure repeat business through loyal clients and new business from the guests that attend an event.  If the staff working the event are employed directly by the events planner and the event is a success, it is likely that they will continue to work well for the planner, and remain a cohesive team ensuring that future events are also successful.  Stakeholders are more likely to provide sponsorship deals and endorse the events planner for future events if they have a successful history, meaning that the events planner can work on potentially bigger and better events.  To make an event a success, it is necessary for the event planner to have contingency plans in case anything does go awry, and an events management plan to guide the running of the day of the event.  An events management plan will ensure the efficient movement of people and equipment, essentially meaning the event will run smoothly and successfully due to reducing the possibility of issues arising.  This will also help save money as the events planner will not need to pay for extra security, repairs or cleaning services outside of the budget.  It is essential that the events planner can quickly respond to any unexpected issues as this will aid the smooth running of the event.  First and foremost, the safety of the public attending an event is paramount as this will reduce any liability arising from accidents, injuries or any insurance claims.  If an events planner or coordinator has a history of successful and safe events, they are highly likely to maintain a good and steady career in events management.

Case Study	f) Carefully interviewing client to establish his goals, objectives and budget.
		e) budgeting.
		a) acquisition of permits.
		b) food and catering.
		d) decorating.
		c) monitoring the event.
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