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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. 
1.

i. An event manager/coordinator has many duties and responsibilities when it comes to planning an event. The first stage consists of pre-planning to fully understand the purpose of the event. Following that, there are many other things that they are responsible for, which are as follows. The venue/site for the event, ensuring it has good accessibility to customers, visitors, goods and services and also wheelchair access. Food and drink requirements including any dietary needs, transportation to and from the event, the budget including all expenses also accrued expenses and emergency funds, creating a timeline of each stage of planning to ensure everything is in place on time, research into any speakers or performers that are to be invited and finally the date of the event ensuring it doesn’t clash with any other event or activity at that time.

ii. There are several tasks involved in event planning that the planner must handle. Research activities for example, how many people the venue can hold, accessible location, performers or speakers etc. The design for an event is what can make it unique for the client and can be what perfects the event. It is important to have a venue that is ideal to every one and making sure there is necessary transport available for all who need it. Catering for the event whether its as simple as a refreshment station or a 3 course meal. It is important to let guests know about the event therefore creating and sending an invitation is an important task for an event planner. Coordinating the workers on the event for the best possible service throughout. If accommodation is needed, this should be researched. Finally, there should be an overall evaluation of the entire event which states everything that has been discussed, confirmed and any problem areas are highlighted.

iii. The 5Ws of event creation are why, who when, where, what. These are the most vital parts of planning an event for many reasons. It is important to know why the event is happening and for what purpose. Knowing who will be at the event helps you plan for the correct target audience attending and also help with your marketing plan. When the event should be held is necessary to make sure that your event doesn’t compete with any other events happening at the same time and to ensure you get the best out of your event with the best attendance. Making sure the venue/site is in a good location thats convenient and accessible is a priority also as this will create a more enjoyable atmosphere. It is recommended to discuss what concept or idea is best for the event in brainstorming sessions within a group. This way you can note all ideas on a whiteboard and distinguish between quality and attractiveness which will then help come to a final agreement on the event concept and idea.

iv.  An event planner has to evaluate a venue to ensure it meets the desired requirements. The best way to do this is to view the facility itself to see the physical state including the cleanliness and safety. Also, you can see if there is adequate lighting, that it can accommodate for the number of guests attending, seating arrangements and if they are easily adjustable and if restroom and medical facilities are available.

v. A refreshment break for 1,000 people is 30 minutes where 2 cups of tea or coffee per person is the recommended amount for a morning break, whilst an afternoon refreshment break is normally 1 cup of tea coffee or soda.
2. As an event planner, there are many skills a person should have. Being able to work both independently or as part of a team is a skill that is required when having to work under pressure and having to meet deadlines. Your social skills are important as you have to be able to engage and converse not only with your colleagues but suppliers in all aspects of the event you’re conducting, not forgetting the client requiring your services for planning the event. Organisation is key in this industry as there are many things that need to be dealt with all at once. If you haven’t organised one aspect correctly, this could have a knock on effect for other sectors of planning which could be costly in time as well as money and would mean you may not meet an important deadline. When having to work on a computer, having sufficient knowledge on how to use certain programmes and software is an advantage. Time is saved by exploring these prior, so that when it comes to using them for planning, you’re more familiar. Being able to solve problems is a key skill that has to be used immediately if and when a problem occurs. This could quite easily interrupt your time management towards the event. All the appropriate skills an event planner must have mentioned above, are all connected to time which shows just how important decisions have to be when planning. 
3.  Any event always should be successful and safe, therefore a contingency plan is something that should be put in place so everyone is prepared in advance in case anything is to not go as planned. The success of an event completely relies on careful planning in every aspect prior to the event. Having this plan in place eliminates problems and has many benefits. If an issue arrises, it could bring more costs to the company in regards to security, repairs or cleaning if a plan wasn’t in place. It also helps the event to be in a secured environment where people can respond quickly to issues or crises. The plan should include sufficient open areas/walkways for people and equipment to be manoeuvred around the venue. Keeping the relationship between the client, staff and stakeholders is important for long term purposes so having that successful and safe event matters. Stakeholders have the utmost confidence in event planners and if an event is a success, they re more inclined to endorse more sponsorship deals in the future. Perfecting the venue in terms of safety will reduce liability costs if there were to be any accidents or injuries and related insurance costs. All of the above are valid points as to why an event should be successful and safe and that it is known how to tackle problems, if and when they appear. 
4. 

1. Carefully interviewing client to establish his goals, objectives and budget. 
This is the first thing to be done when a client approaches an event planner. This is where you obtain all your knowledge for the event ahead for you to then brainstorm all ideas with colleagues.

2. Budgeting.
Budgeting is important throughout the whole planning process of an event. The budget should include all expenses, services and equipment costs from start to finish such as, accommodation, transport, catering, marketing, equipment and services etc. It is important to get the client to approve expenses beyond the budgeted amount as various expenses can be accrued during an event. Budgets for licenses, insurance, and liabilities such as postponing or cancellation should be included too. 

3. Acquisition of permits.
Permits is important from the beginning as without these you will be restricted to what you can and cant do at an event in regards to licensing. Having acquisition of permits early on means you can plan and secure everything else for the event. 

4. Food and catering arrangements.
The planner should explore all avenues in catering. Firstly to see if the venue has in house catering or to have a contracting catering service. Things to check are the kitchen facilities on site, whether it can produce and/or store sufficient amounts of food for the event. The menu details should be available and shout meet specific dietary requirements. Tasting of the food provided for the event is required to ensure expectations are met.

5.Decorating.
Decoration is to be done towards the end of the event set up process. At this point you will have an established venue and design where you can add the finishing touches to the event through decorating. 

6. Monitoring the event. 
The event itself should be monitored for health, safety and security reasons as well as the well being and enjoyment of the guests. This way, staff of the event can eliminate any foreseeable problems or tackle them immediately if and when they occur. 
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