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 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.
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 The Event planning process 
1
i. The event planner should break down tasks into phases starting with the initiating stage this will help with vision and timings to make a more effective and well-planned event, by breaking the stages down makes things much easier to manage and less pressure on the team.
Initiating:
This is the first stage of the planning when you gather all the information, having a vision listening to the client and getting the feel of what the objectives are to achieve an overall success.
Planning:
Making plans, setting a time scale and having a vision at this stage is important, having a strong team and leaders involved to break down into allocated tasks will give a better understanding, knowing the busy periods, having the correct staff in place, setting a contingency plan, plan for any problems that may arise. Cost plan and risk assess.
Executing: 
Having a time plan by this stage and putting plans into action, working with the team, communicating, working together dealing with any problems that may arise as they happen rather than waiting will prevent hold ups later through the planning stages. Logistics and who is in charge by allocating a member to monitor progress, this starts as soon as the event planning begins.
Monitoring:
 By monitoring progress at every stage from
· Pre, having a plan from the start 
· During to check everything is on track, report to manager any issues
· End by observing at every stage will give a successful end, meeting all objectives and dealing with any problems as they occur. learning 
           Controlling
As the event starts it is important that control is observed, taking reports from                                                              monitoring phase to ensure a safe and enjoyable event as the dynamics change during the event, having enough staff in place to deal with any issues or un foreseen problems to prevent things escalating out of control.
           Closing:
[bookmark: _GoBack]This is when you hand over the final product to the client. Having documents for signing, as well as the history of the event, photos taken. Any work that has been carried out after the event. Making sure all objectives achieved making a successful event. Analysis 
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ii. When first meeting the client the event planner must find out what objectives the client has, a vision and does the client have any understanding of any part of event planning, gathering as must information at this stage will help manage a successful event. Build a relationship with the client to understand the background and interests they may have.
Taking as many notes when imitating, get the contact details from the client and of any other party involved.
· Date of event
· Preferred location
· What they want from the event
· Why they are holding the event
· How much if any involvement would the client have
· Who will make final decisions of any changes
· Event specifications
· Budget plus constringency plan
· Number of guests
Gathering as much information at this meeting will help plan a successful event. Listen to the client gather all information before working out a plan and reassure the client that you will update them as the event progresses. Builds up confidence and trust.
iii. Important factors to consider when creating a site plan are
· Venue size
· Location
· Access
· Parking closeness to te entrance
· Travel links
· Facilities -Catering -Toilets 
· Building footage
· Lighting and heating
· Good all round visual if using for conference/ seminar setting
· Waste disposal
· Good visual signage
· Sunny aspect or shaded areas
It is important to have a good site plan to show safe pedestrian movement, comfortable setting and easy access for delivering 
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2.The purpose of the planning phase is to create plans to achieve goals you have set for the event. Putting the quality of information collected from the client into their vision, meeting the objectives and setting the theme.
This is the second phase of project planning creating a time plan, knowing the budget making sure you have a contingency plan and setting up meetings with the team to discuss the client’s objectives.
This can be the most challenging stage, but if you have good information as well allocating the right team to jobs, using professionals where needed can make an easier event to manage, always remember you can’t do everything yourself. Communicating with the team and having strong team leader, having good contacts when resourcing caterers, equipment and entertainers communicate with suppliers on times to achieve good flow. Working with the PR and marketing team to promote the event.
Briefing the team agree direction of the project, giving responsibilities and roles to leaders, having equipment and caterers to arrive at the allocated times 
Measure the performance at every stage to make sure things are on track, identify any problems as they ocurr to prevent any setbacks. Have documents from site managers facilities agreement to make sure all agreed rules are followed risk asses to insure safety of the event, as well as the guests.
Communicate at every stage with staff brief agreed ground rules.
Evaluating at each stage of the time plan, making sure everyone is working from the same plan, to analysis the project as it progresses to prevent things not coming together at the final stage. By not having a well-planned event with vision and goals will only cause stress, for the event planner and the team.

3. The main points to consider when conducting a site survey are to firstly check the site rules meet the requirements of your event, its no-good booking a venue for a wedding/ private party to find out after the rules state “no alcohol”
Visual inspection to make sure it is well maintained, check the equipment on site works and fits the needs of the event, test the sound and audio system, electrical sockets positioning, gather all the information such as liability insurance for premises, contract details, house rules as it is important to check before booking the venue all facilities and agreements
· Examine access route
· Toilet facilities 
· Catering kitchen on site if required and not positioned near the toilets
· Parking access close to the venue
· Rules and boundaries 
· Signage visual and displayed  
                                                     
                                      4                        Erika Sloper 25043                                                  
The Event planning process                                                       Unit-3

· Identify footage /space
· Site location good transport links
· Any obstacles 
· Internet 
· Fire exits 
· Disabled access 
Set out a list of needs and wants before you visit the site, having the plan with you will save time as well as not having to re-visit, ticking all the required boxes, as well as taking photos will help when sharing the information with the team at the planning phase. Collecting all the site information to make sure the venue functions effectively will give a successful event.
Fill in survey forms and agree terms from the start so not to have any miss understandings of information.
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