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	Assignment 1- An Introduction To Event Planning
Meg Clapton
1. 
This short essay will be answering the first section of Assignment 1 (Questions 1i-1v aka Short Questions). I am going to outline the basics of event planning and what is required of the event planner both before planning the event and during the planning of an event. An event can be described as an “extraordinary occasion or occurrence”. This means that it is a well-planned occasion of importance that can take place, whether it be in a social way or within the corporate market. An event planner is someone that creates these important occasions and puts them into practice, and they have many duties and responsibilities to ensure that it is as safe and successful as possible. 
It is important to pre plan an event. This is done best by using the ‘5 W’s’ of event planning to help you understand the purpose and size of the event, the characteristics of the target audience and how you’re going to go about planning it to meet all the specifications. Retrospectively, the ‘5 W’s’ are; Why, Who, When, Where and What. You need to understand why you are planning the event before you can start planning it. Is it someone’s birthday/wedding/anniversary/graduation? Is there a tradeshow about to happen for big companies to promote ideas? Is a smaller company having a fundraiser to raise funds or to support a charity? These are all questions that come under the ‘Why’ of event planning to help the event planner to understand the purpose of the event. The next important question to ask is who the target audience is going to be. Once this has been realized, it will help with how you are going to market the event. For example, if it’s an 18th birthday party, you’re more likely to create a stylish invitation for family and friends whereas if it’s a concert, you’re more likely to use social media, radio stations, peak tv times etc. The third question to ask would be when is the event going to be held? If you were to be planning a concert for a big rock band, you wouldn’t want to hold it on the same night as when a different rock band is going to be performing in the same area as it would lower the amount of people that would want to go. Where is the fourth important question. Where is the event going to be held? It’s imperative that you take the ‘who’ side of this into consideration as the venue needs to be easily accessible but that also creates the perfect atmosphere. For example if the event being held is a conference and the target audience is members of a nationwide corporate company, it’s better to find a venue in a main town or city that can be accessed in both the car (with a car park on site) and by using public transport (i.e. trains and buses) as opposed to being in a village hall or a building that is hard to find. The final important question to ask is what concept or idea will best serve the purposes of the event? This will help with the customers experience. How will you advertise this event to capture the attention of the audience? It’s good to bring in some people that will be impacted by the event (stakeholders) for this part of the pre- planning stage. It’s great to have their point of view as you will have a better idea of how things will be seen through their eyes. 
Once you have understood the main purpose of the event through the above questions you should write a clear list of all the duties and responsibilities you will have. This list consists of (but is not extensive to) the following: logistics, budgeting, a schedule of events, venue, catering, staffing, safety, accessibility and cleaning up. It is the event planners’ job to ensure the logistics of an event has been thoroughly planned so that the arriving of the supplies customers and services isn’t compromised by inaccessibility or wrong timings. To ensure the logistics are dealt with successfully, the event planner needs to ensure they know the areas of event planning that may take the longest to organize and start dealing with them at the very earliest opportunity. These are areas such as technical facilities and sound and communications and are very often outsources to specialist companies, so these companies need to be found and contacted sooner rather than later so they can be sure of their availability and tasks they need to cover. It also allows for any extra checks they may need to do for example video conferencing checks a minimum of a week prior to the event. Other areas covered in logistics planning are lighting and supplies, transport and distribution and are managed by the event planner. It’s imperative that these operations run smoothly as they involve the opening, running and closing of events. Ticket distribution, marketing departments and adequate lighting and 3 majorly important aspects of logistical operations as they help to target the audience pre-event and they ensure a safe yet enjoyable experience whilst the event is taking place. 
Budgeting is another area of importance as everything that happens will need to go on the budgeting list. It’s vital to keep a balance sheet to show the customer a list of all expenses relating to accommodation, transportation, catering services and marketing to show what has costed what. You will need to split the budget across more than one area; one for funds that are available to planning expenses, one that is for expenses that are accrued during the event and one for emergency funds for all potential problems that may occur (i.e. cancellation, licenses, fires etc.). It’s essential that all expenses are documented for the customers approval and the customer will need to approve any and all expenses that are over budget before they are spent. This will show you have respect and are therefore more likely to be recommended and used again in the future. 
You need to make sure that you have staffed your event correctly. Making a list of all activities that need carrying out and knowing exactly who is qualified for what role in terms of the setting up, running and packing up of the event is a great way to do this. It will help you be confident that all tasks are going to be carried out in the best way possible, ensuring a smoothly-run event. For example, you should appoint an individual (or more than one for a larger event) who is an expert in emergency situations to manage the safety aspects of the event. This individual should have a phone, a first aid kit and a vehicle close-by in the event of an emergency. It’s also important to know the whereabouts of the closest hospital and the local emergency numbers. Also ensuring that you have a crew to clean during breaks in the program and after the event has finished. Cleaning during the breaks in the program will make it easier to clean up at the end of the event, and it’s important for the reputation of the business that you leave the venue in the same condition as it was before you used it. Cleaning products and equipment can be bought for the crew using the budget (or if the crew used is part of a cleaning company it may be included in their price). 
A vital document is the schedule of events. It will give the stakeholders a complete schedule from start to finish. If this is done as early as possible, they will be able to give feedback on how the event appears to them and what they feel the overall experience will be. This in turn gives you, the event planner, time to make any amendments necessary. This document will include (but again is not exhaustive to) activities such as transport plans, equipment set- up procedures, arrival of guests, security, venue information and the cleaning up of the venue post event, and ensuring it is detailed effectively enough, it will again ensure the event runs as smoothly as possible. 
There are two main options when looking into catering for the event. One of these options is in-house catering (usually provided by the venue). When considering this option, you should ensure there are adequate kitchen facilities, enquire about the availability of the menu and try to arrange a menu tasting to ensure all expectations are met. The other option is a contracted catering service. With either option, you should allow 30-40 minutes for breakfast, 45-60 minutes for lunch and 20 minutes per course for dinner. Refreshment breaks should be 15 minutes for 100+ people, 30 minutes for 1000 people and 30-45 minutes for 1000+ people and should be inclusive of 2 cups of coffee or tea per person in the morning and 1 cup of tea, coffee or soda in the afternoon. There are also options such as either a buffet or table service that can be explored. 
Choosing the perfect venue for the event can be tricky when there can be so many requirements. The disability acts make it a requirement for adequate accessibility to be created and extra support to be made available to those who need it. Wheelchair access is an example of this and if the venue of choice doesn’t have wheelchair access then it is vital for the planner to provide it otherwise, they will be falling out of the act. When choosing the venue, the planner should also consider; the size of the room, the arrangement of chairs (if needed), the location of toilets, sound systems and the stage in regards to the audience, where to put the signs to direct people to a specific location within the venue, how rooms would be accessible (i.e. at all times or time specific) and providing information about the rules for using the venues facilities. These considerations can be made easier by the sales manager of the venue providing detailed guidelines. These guidelines should also cover to what extend promotional activities can be carried out. For example; the displays of banners, signage and directional signs, information on restrictions concerning displays of event information, the availability of concierge or information desks, on-site business center and office services, shipping and receiving services and the availability of telephones in meeting rooms. The venue should also be up to date with current changes in event hosting concepts and be adaptable enough to adjust to new situations. This means it should be safe but also attractive and well looked after, there should be enough lighting (including a way to control natural light such as blinds/curtains where needed in meeting rooms etc.), it should meet your maximum intended capacity, should have a flexible layout to ensure an easy movement and arrangement of any equipment needed In the room (i.e. tables, chairs, sound systems etc.). The venue should also have restrooms and medical facilities available (there is a general rule that one toilet per 75 people is to be provided and this should also be taken into consideration).
These are the basic outlines of tasks that an event planner will have to do for an event to run smoothly. It is important that they are done in a correct order so that timings are met and visualizing how the event will unfold before you plan it will ensure it is a fun and safe environment and should minimize risks and unexpected problems. 


2. Although I don’t think it’s the only must-have skill for an event planner, I agree with the statement that “An event planner is a person with appropriate skills for making timely decisions”. 
An event planner needs to be able to make timely decisions as they’re constantly working to deadlines. Exceeding deadlines means that other important activities get pushed back and you’re at a greater risk of either forgetting a vital component in the planning of the event or the event itself being late. Another reason why I agree with this is because modern life is so fast-paced, when it comes to making decisions such as choosing the correct venue booking a caterer, you need to be careful that you don’t take too long in deciding otherwise they make become booked up to someone else that has made that decision quicker than you. Staffing is another area that needs timely decisions, once you have staffed areas, for example marketing, you can trust they will be able to deal with the task you have set them in the most effective way, allowing you to focus on something else that may need your attention. In addition, the schedule of events is an aspect of event planning that needs timely decision being made because if the stakeholders want any alterations to be made, you need to have time to made them and well enough in advance so that others (such as the outsourced companies, any possible performers, guests etc) can also be notified in good time. Being able to make timely decisions also shows others that you are capable. The stakeholders will be more likely to invest again and encourage others to invest in you in the future if you are capable, calm and collected. The final reason why I agree with this is because it gives you more control over anything that may go wrong as you’ll be better prepared.


3. The benefits of successful and safe events
If you plan carefully and in detail you should host a successful event. One of the benefits of a successful event is an effective movement of people and equipment. This means your event should be on time and the opening, running and closing of the event will be done with minimal stress. Another benefit of a successful and safe event is a reduction to the likelihood of issues or emergencies. This will lead to less cost from security, repairs and cleaning and you will have saved money for the stakeholders. This in turn will lead to another benefit, which is that you will be able to secure long term support from clients, staff and stakeholders. If you can plan well, saving money for stakeholders and clients and saving time and making easier the lives of staff, they are all more likely to support you in future events. This also links with both corporate and community stakeholders having confidence in you, encouraging them to recommend you to others, resulting in you having more sponsorship deals. If you are seen to be well organized, approachable, passionate and responsible, you will be well regarded by those whose support you may need in the future and you are more likely to get that support. Having the ability to swiftly respond to any unexpected issues will help you maintain a secure environment. This keeps panicking to a minimum and keeps people’s faith in you. For example, if there is a small fire and you respond to it quickly, putting it out and righting any issues that may have occurred from this whilst staying calm, people are more likely to recognize how calm you are, and it will reflect in them as they won’t feel a need to panic, resulting in them being able to carry on enjoying the event they are there for. The key to this is to try and foresee anything that could happen and do your best to prepare for it just in case! The final benefit of hosting a successful event is having a reduction in liability from accidents and injuries and related insurance costs. This will also help keep sponsors for future events and will be another result if preparing yourself from any unexpected issues that may arise. 

4. Case study. Please find below the correct order of events: 
1. Carefully interviewing client to establish his goals, objectives and budget
2. Budgeting
3. Acquisition of permits
4. Food and catering arrangements
5. Decorating 
6. Budgeting
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