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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. Short Questions: (16) 
i. Most of the public events involve variety of safety requirements posed by the local councils and other government departments. What types of permits you may require to get in order to meet those requirements?

For any public event, regardless of its size or the numbers of people attending, the planner requires careful planning to ensure the safety of the public. Any event which involves any of the following will require a license:
Legal requirements
Copy of £10M public liability insurance cover certificate
risk management plans
permits from the local council
Sale of alcohol or food
Permits such as road closure permits
The playing of amplified or live music

ii. What is the importance of conducting a pre-event briefing with the participants? What sort of issues should be discussed in a pre-event briefing?
The pre-event briefing, It involves discussions about critical aspects of the event with all stakeholders to clarify issues concerning any particular dimension of the event before it starts. At this meeting, the participants should discuss issues relating to the timetable, security, communication, and emergency procedures, staffing level and so on.

 iii. “A well-managed ticketing process is essential to conduct a safe and well – organized event. “How?

The ticketing process is particularly important as event managers may choose to structure the ticketing so that they can predict and control the crowd size, segment the crowd by using a number of entrances, or stagger crowd arrival by specifying entry times. 

iv What is a site plan? 

[bookmark: _GoBack]The site plan is the document of the venue as a map form which shows the location of the chosen venue. This help with the even planning and management.
 
Why is it said that a site plan is an essential tool in event planning and management?

It is essential to visit the proposed site to carry out a preliminary assessment and detailed risk assessment to determine whether it is suitable.

Things to Consider:
· Available and viewing space for audience
· Temporary structures
· Back stage facilities
· marquees
· Parking
· Rendezvous points
· Separate access for emergency vehicles 
· first aid
· Traffic and pedestrian routes, and emergency access
· Position and proximity of noise sensitive buildings
· Location and availability of utilities and services
· power
· waste disposal requirements.
· water
· sewerage
· toilets
· barriers
· entrances
· exits

2. What are the benefits of conducting de-briefing after the event? What sort of information is gathered in this type of meeting?

The debriefing process is a key to future success. The debrief should be the very first activity you engage in after your event is over. The debriefing process should include the extent of the meeting and planning team as well as any other parties that had a key role in the program. What need to be discuss: the goals of your event, establish if they were met, were there any problems encountered as we tried to meet the event objectives? And consider what steps contributed to your success or failure.


3. Produce an outline plan for an event of your choice which should include: 

a) Purpose and type of the event
Food Festival to get the community together around different culture and  food 

b) Event partners
Local council, local shops and restaurants 

c) Budget review
Key Steps to Event Budgeting Steps you need to take to develop a budget for the event: 
 List all sources of funds for the event 
 Draw up an estimate of the budget 
 Prepare the budget 
 Monitor budget expenditures and generated income 
 Review your budget after the even
venue/location 
health and safety permit
Insurance
Stalls 

d) Performers and participants
Invite Local chefs for food demonstration or cooking workshops


e) Appropriate timelines

4 to 6months out:
· Determine event dat
· Identify planning committee and/or key players for planning process
· Establish planning meeting frequency and times; schedule remaining planning
meetings
· Develop event goals, objectives, program outline, and any key communication
messages for printed materials
· Submit and confirm venue/place reservations 
· Submit and confirm space reservations  
· Identify constituencies for guest lists
· Confirm date with VIP or  guest participant (chefs)
· Identify possible MC , keynote speakers, etc.
· Prepare budget estimate
· Discuss invitation list and estimated stalls
· Design and develop event database for mailing invitations and tracking RSVPs
· Outline cooking workshops program to review with key person
· determine deadlines and costs
· Identify specific speakers and program pieces; begin discussing AV needs
· Get sign offs on event program ideas

2 to 4 months out:
· Initiate “Save the Date” mailing 
· Gather chefs  biographies (if needed for printed program)
· Obtain final approval of invitation design and copy
· Discuss press coverage and PR 
· Plan seating arrangements for dinner
· Make list of photo opportunities for photographer; re-confirm photographer
· Re-confirm workshop participant
· Set task assignments/determine responsibilities will all staff and volunteers working
on the event 
· Confirm set up, AV, florist, and Media Production orders
· Confirm Safety & Security’s role
· Reserve photographer
· Reserve entertainment

Day of the event:
· Arrive at location(s) early to check setups and be prepared to trouble shoot
· Bring registration materials: guest lists, name badges, place cards, etc.
· Review planning details and walk through the event with all staff and volunteers
· Inform staff and volunteers of the location of restrooms,  and accessible
entrances
· Be sure to have extra copies of all materials: schedule of events, agendas,  photographer instructions, media releases, etc.
· Check weather report

f) Physical and human resource required
Security
Volunteers

g) Target audience
Local community, food lovers, gastronomic, chefs, people wo love to cook and eat

h) Promotional activities
Local radio 
Local news paper
Shop windows 
Community group newsletter 
Council
Sponsors
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