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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. 
	The role of a event planner is to make the do their best to achieve and understand their clients needs to the best of your ability by:

· hiring the right team and staff to assistant throughout and during the event
· keeping up to date on the events progress.
· Booking locations and venue to cater for the event-also following health and safety regulations are up to standard and rechecking frequently  
· Negotiate with appropriate vendors before the event
· Giving the client what they want but keeping in the budget and getting them the best deals.


Outline the main tasks involved in event planning?

The main tasks a event planner is to give the client the best event possible within a set time limit and budget given. When a client asks you and they are putting their trust in you to come through on what they want but with in a time scale and budget but also working with services and venues to get best deal with out scrimping or going without for the client’s needs.
The planner’s roles is to follow everything wanted from the first initial meeting but keeping them up to date with progress but also allows them change things or add more to the budget if needed.



 What are the five Ws in Event Creation and what is their importance when planning an event?


The 5 W of planning a event is:

· Where?
· When?
· Why?
· Who?
· What?


Where? Well where is the event going to be hold? Example: wedding? Church or a hall? Maybe a manor house and it all be in one place, but other questions come in, price, location and is it wheelchair assessable. All these factors come in to where your venue you will be selecting.

When? What is the date of the Event in question? When you have first initial meeting with a client a date and time scale will be given from the client when this event will need to be held so you can book venues and possible service and venders.


Why? Why are you being asked to plan/host this event is it a wedding? Music event? Have you been picked because of your previous work and portfolio? All of this will be discussed at the first meeting with and the client(s)


Who? Who is the client or company asking for you insistence spend the time getting to know your client so you know what they want so you can give them the best result possible?


What? What kind of an event are you planning and hosting? Is it for charity? What’s the budget? Is there a time scale I needs to be done? So many what’s and what if’s again this can be discussed at the meeting.



How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?

Other the what the client is wanting but each venue/location considered need to reach the right and certain requirements before putting a deposit down.

When researching a venue, you need to make sure want the client is wanting is available at the selected venue or if I can be brought in with a 3rd party ( stage and lighting )and including will it fit ( is the condition of the venue 5 stars ) into the budget given and is there room for a discount? Not only do you need to make sure the venue comes with what the client wants it also to need to make sure it fights up to health and safety requirements such as the capacity that can be held there , is there wheel chair access and is their enough parking or access to public transport ( bus , taxi or train ).  

Like buying a product always check the reviews of the venue cause the over all experience sales the event to public and feedback or reviews can help you select the venue.


When arranging for a refreshment break for a group of 1,000 people, an event planner should allow…?

b) 
60 minutes should be allowed so all 1,000 if they wish to can get refreshments during break of the event.


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


One of the many tasks a event needs to have is time keeping skills or working with in a very small deadline and keeping track over every small thing involved with the event So in answer question a event planner is one of the best people who can make a timely desion.


the benefits of successful and safe events

Having a successful and safe event meaning you did the job well the clients and others who attended enjoyed the event in a safe environment. By making sure every aspect of the event has been planned to follow health and safety standards will make people think their safety is very important which it is.
Another way to have very successful and safe event it to have a back in case something dose arise, and you can make sure your prepared. Doing this will allow people to believe you can do the safely but can lead to future events and work.





Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wantsthe service. Their meeting has been scheduled for the next week. If Adam is awarded this project, what do you think would be the sequence of working procedures? (Please rewrite the following in the correct order)



The order it will need to be  in and why is:
· Carefully interviewing the client to establish his goals, objectives and budget-before you can go forward and do anything making sure the clients needs can be meet has to come first.
· Budgeting- the budget talk has to come next because the planner/company need to make sure what is wanting and needed can be worked with in the budget given.
· Monitoring the event- allowing yourself/ team and the client to keep up to date on things 
· Acquisition of permits- each event will need certain permits so making sure you can get these permits cause with out no event can go forward.
· Decorating- is there a theme? What kind of deco do the wish to have this is every import 
· Food and catering arrangements- this will come in last cause once everything is sorted food can be discussed what kind , how much and where from 
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