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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. 
Types of Events
Question 1
i. How is the opening ceremony for an event different from rest of the event?
The opening ceremony of an event is different as there tends to be an entertainment element, unlike the rest of the event. The opening ceremony sets the tone for the whole event, whether that be a sports event, coronation, festival etc. Some people also only attend the opening ceremony but do not attend the rest of the event, for example, like at the Olympics. This means that there may also be a larger number of spectators at the opening ceremony than the rest of the event and the venue needs to be able to hold and cater for them. 
ii. Why is it important to have a defined vision before planning a meeting?
I think it is important to have a defined vision before planning a meeting as otherwise the vision can become clouded and not clear. Once you have defined what the purpose or idea of the meeting is, you can ascertain how the meeting should be planned to fit these visions accordingly. The main objective is always to make the client happy, so the meeting should help to fulfil the whole purpose. By finding out the expectations of the participants or sponsors, you can see how this will affect the planning process and your choices. 


ii. List the main tasks that a wedding planner is required to perform
· Organising venue(s) – Ceremony/Reception
· Preparing and sticking to the budget 
· Helping bride with type of dress/bridesmaid dress
· Colour Theme and where you can integrate that
· Setting up and taking down of venue(s), making sure returned in original condition
· Making sure visitors and guests are provided parking at venue 
· Speech and Vows preparation and rehearsal
· Organising all suppliers, deliveries and making sure everything arrives on time
· Making an Itinerary for the day and ensuring it is stuck to
· Help with organising hen-dos, stag-dos etc
· Organising the reception and decorations
· Arranging security if needed
· Accommodation for guests/couple
· Receiving gifts on behalf of couple
· Return of all rented items used on the day 

iii. Explain the importance of good security measures when planning an event

It is important to have adequate security measures in place when planning an event to minimise as many problems as possible. Security personnel can help to stop any stealing of property, or damages. This could be for example securing the car park of a large event where guests have parked their cars. Not only this, but security will also be able to calm down and remove any people who are disruptive or if fights begin at an event. They can also help manage anyone who is too drunk and needs assistance. Overall, they will be able to create a safer environment where everyone feels calmer.

iv. Outline the important factors that must be considered when planning a conference.

When planning a conference, it is important to take into account the aim and purpose of it in the first place and how you can help to achieve that. It will help with decisions around seating, venue etc. The main areas to consider when planning is the Venue, Location, Capacity, Date, Budget, Catering and Accommodation. 
Venue – Is there the right facilities for the conference such as AV Equipment, Screens, Writing materials etc. 
Location – Is the conference best to be near the workplace? Can people travelling to the venue get there easily? Is there parking for people? Is it near an airport/train station?
Capacity – Is the venue and car park big enough for the amount of people coming to the conference?
Date – When is going to be the best date to hold the conference/any conflicts with other meetings. 
Budget – What is the budget for the conference and how can you use it effectively.
Catering – What catering arrangements are you going to make? Will there be Breakfast, Lunch and dinner? Where are you sourcing catering from? Are there servers?
Accommodation – Is there somewhere nearby for attendees to stay and can you book?





Question 2

Outline the main sectors for event planning. Provide one example for event that falls within each sector. How the planning requirements differ for different type of events?

Corporate Events – Conferences/Meetings
Large Events such as conferences may involve the need of a team of planners rather than just one person. The participants for these events tend to be employees, clients and stakeholders so are already invested in the company and are there for the common goal. The planning requirements may differ from other types of events down to the scale of the event, the length of it (could last over a week for full days), could potentially need areas to work in, work in groups, writing materials etc. 

Leisure Events - Sports Events 
An example of a Sports Event could be the Olympics. The planning requirements may differ as you may have an opening ceremony to organise, there may be thousands of spectators who need catering for and need parking. Participant events mean being able to have the correct people in place to organise the sports, adequate changing areas/shower facilities, gym areas, what rewards for the participants who win, any equipment needed to be rented for the events?

Festival – 
An example of a Festival would be Glastonbury. It would be different to planning other types of events due to the scale of people going to the event and how long the festival takes place over, what equipment/performers are needed, is there adequate security personnel to break up fights in crowds, merchandise/refreshment booths and sales, marketing around the festival to generate ticket sales, choosing a name for the festival. 

Concerts – 
A Concert is different to organise as there is a lot of people attending, the venue needs to be able to hold and seat everyone comfortably. There needs to be adequate parking arrangements, the correct AV set up, will weather conditions affect the venue, are there provisions in place for elderly or disabled to also attend?

Fashion Shows - 
An example of a fashion show would be for example Paris Fashion week where designers show their latest collections. Fashion shows involve making very quick decisions on the spot during several events. There may be sponsors of the fashion show you need to take into account, a venue that suits a runway and adequate changing areas for the models, areas backstage for all preparations such as makeup and hair, when the event is going to take place to take into account new collections?

Private Events – Weddings/Special occasions
Weddings are different to organise than other events as you are planning for a couple who want to have a very relaxing and perfect day. You will also have to use your knowledge and contacts to negotiate the best deals as budgets can be low and they may want to just plan themselves. 

Case Study 

Fiona and Jason have 15 weeks to plan their wedding. They have already booked the ceremony and reception venue and now approached George, a professional wedding planner to coordinate everything else. George wants to have a meeting with them to collect information about the participants, their budget, décor, and refreshments, etc.

a) List some questions that George will ask them during the meeting?

· Where is the venue and can he visit when needed?
· How many people are coming? Rough estimate, can he have guest list?
· What budget do they have in total? 
· Any Themes/colours that they particularly want?
· What type of reception do they want, what feel?
· Would they like a sit down meal/buffet?
· Would they like a DJ and party vibe or a more relaxed affair?
· Where do all the family/friends live and will they need accommodation?
· Would they like gifts?
· What sort of invitation style do they like?

b) List some of the tasks for which George can help them now?

· Budget analysis and work out what to spend roughly on each area such as Décor, Catering, Dresses, rings etc. 
· Dress shopping if Fiona needed any help
· Décor and theme 
· Organising accommodation for any guests
· Transport 
· Catering and hiring of suppliers
· Making itinerary
· Photographer recommendations and booking
· Send out invitations 

c) What benefits will they get by hiring George for planning their wedding?

They will benefit from everything being under control on the day of their wedding. They will be able to relax knowing that someone else is in charge should anything change or go wrong, and he will be able to put anything right before it becomes an issue. George will have extensive knowledge of previous weddings he has planned, which means he knows what works and what doesn’t. He will also have a lot of contacts within suppliers and can help negotiate better deals for the couple than if they were to plan alone. He will also be able to help them really stick to their budget and plan a successful wedding. 
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