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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. 
	Assignment 3
Unit 3 - The Event Planning Process

1. i) An event planner should break tasks down into phases to reassure that the event is planned to precision. The planner will be able to ensure it is planned efficiently without mistakes or time-wasting. Breaking it down into six main categories will maximise the effectiveness of the planning. Initiating, planning, executing, monitoring, controlling and closing.
ii) During an event planners first meeting with a client, the planner is required to gather a large amount of information relating to the event. 
Simple information for instance:
· client contact details
· purpose/goal of event
· amount of guests
· type of audience of the event
To more detailed information such as:
· number of staff to employ for the event
· requirements of presenters
· who will approve changes and who will make final decisions?
· how will the client be approached?
· and how much involvement client wishes to have.
These are just some examples of the information required to be gathered in the initial meeting with the client.
iii) When creating a site plan, it is important to consider many things. For example, good positioning of the stage for optimum viewing of the performance, and the availability of power and water for the stage areas, catering and toilets. Other examples include but are not limited to:
· Waste disposal facilities
· Signs showing directions
· Location of toilet facilities. Note toilets need to be in a convenient position away from food preparation areas
· Provision of shade and shelter
· Adequate pedestrian lanes for free movement.
2) When planning and event there are various plans you need to create in order for a successful event. 
A scope plan is used to determine the number of guests and the amount of resources needed to get the event underway.
A cost plan is then required with the expertise of the planner to determine how much the budget should be. This is to include costs of all resources and contingency costs during the event.
A staffing plan should list all activities due to take place, the skills required to complete them and then a list of how many and whom it will take to complete them.
To ensure excellent service throughout the event a quality plan is drawn up. This will list conditions needed to ensure all services will be of a high standard.
A clear communications plan should be made highlighting how communication activities should be carried out and who should be doing it. These persons must know who to contact when changes occur.
As in many cases in our day to day life a risk assessment will ensure potential risks/hazards and accidents are avoided or reduced to a minimum and cleared up quickly and effectively. Therefore, a risk management plan must be made.
A procurement plan outlines items that need to be purchased or hired in order for an event to take place. This plan will also detail the date and timing of delivery/collection of these items.
And finally, a schedule plan will ensure all aspects of the event and planning efficiently and on time.
3) Before choosing a venue, it is crucial to conduct a site survey. The main points to consider when conducting a site survey are:
· Initiate and maintain contact with the site management
· Enquiries should be made about the rules governing site facilities
· All points of access to the venue and surrounding areas should be examined
· If ramps, dock plates or lift trucks are needed the dock heights and ramp grades need to be measured. Dock hour restrictions are also required.
· Measure doorways, hallways and elevator door etc to establish accessibility
· A map of the building’s interior is required to locate the best route for manoeuvring equipment
· Find out the work schedule of the security personnel and ask them about assess to the rooms
· Inspect the venue to determine the ceiling heights, the sight lines and locations of fire exits
· The arrangement of the rigging points and lighting controls needs to be understood and a safe power distribution path must be determined
· All telecommunications should be tested and any additional facilities should be arranged with a specialist
· If survey forms have been provided by your company, you need to complete them otherwise notes must be taken of things you observe on site.
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