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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. Give short description for the following elements of conference planning?

i. Venue - One key element of conference planning is the venue. Usually conferences are a formal event that take place in a company, so are in need of such facilities like a projector, wifi, mics and usually a catering service for lunch breaks. Narrowing down such facilities as per the ones just listed, can help to find the perfect venue. 

ii. Location - In some companies, people can be located all over the country or even the world, so finding a venue that is close to nearby travel routes, whether it being near a motorway, an airport or a train station, can make a big different in choosing a location to hold a conference. 

iii. Capacity - A usual conference will hold around 10-20 people, depending on the size of the company. The venue will have to have the capacity to host everyone in one room during the conference. The number of people attending the conference can also effect what room style you choose. Having a smaller number of people may result in you having a boardroom or class room style room or if you are planning a conference for a larger group of people a theatre style would be best as the room would then be able to hold more people. 

iv. Theatre - Theatre style room’s are best for conferences involving a larger amount of people but are only good if people aren’t required to write anything down and only to listen and watch, as there are normally no tables in these style rooms. 

2. What is event planning? List some basic questions that you ask your client as part of your initial planning. 
What is the purpose for the event?
Is the event Formal or informal?
How many people would you like at the event?
What is your budget?
What would you like to gain from your event?
What is the theme of your event?
Do you have any ideal locations?
Are people travelling from far?
When would you like to host the event?
Would you like to have your event inside or outside?
Are there any requirements for projectors, wifi, mics?
Will you need a speaker at the event? If so how many speakers will you need?
Are you planning on having catering at your event?

3. What is a briefing note? What are the key elements of a well written briefing note?
A briefing note is a document that normal gets used within the government regarding a person or item, in this example can be regarding an event. As it states in the name of this document, it needs to be brief and concise. Depending on the style of your company this document could be in the form of an email or an invitation. In your briefing note you should include information regarding the background, the current situations, the next steps and the conclusions. This text should be short and ideally written in paragraphs with headings and should be factually correct. 

4. Describe the important elements of conference planning?
One of the most important elements of conference planning is being organised and having a plan. There are many ways and programs to help a project manager to be organised, whether that’s creating a spreadsheet of your own or a program online. Having due dates and using a traffic light system can help you keep track of tasks that have been completed or tasks that still need to be fulfilled. 

Another important element of conference planning is sticking to the budget that is given by your manager or director. If you want to be valued for event planning by your manager, you will need to stick to the budget that the company have set for you. At the start of each year or quarter you can evaluate past spending’s and budgets to help you plan for future events. Using the same companies can show loyalty which can lead to discounted prices which can help your budget. 

[bookmark: _GoBack]

















Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	

	Date
	31/01/2019




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	














image1.png
ﬁ
o R




image2.png




