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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. 
	Assignment 1

The duties and Responsibilities of an event Planner/Coordinator, is to put together an event to fit clients wants and needs.
Planner should carefully interview client to establish goals
Coordinate activities of event within the time limits and according to client’s preferences.  The planner is responsible for making sure the client is happy and expectations are met.  Planners are responsible for organising facilities according to event plans and timing.  This includes décor, catering, transport, location, equipment etc.
An Event Planner should evaluate a venue to make sure that it’s suitable for planned event, by asking about amenities, viewing the facilities, inquiring about audio/visual equipment, exploring all catering options, document budget, staffing, safety, entering and assess ability  (also cleaning up).
There are 5 W’s in event creation which is important when planning.
Why - It’s important to know firstly why the event is taking place, so you can start planning and know what you are planning for.
Who – to know who you want to come to the event, so to promote and to provide for the attendees
When – It is vital to know when timing for event, if it will be indoor/outdoor event (weather). During holidays, on the weekend, and also for big competing events
Where – It is important to know where event will take place so venue can accommodate needs of event, also cost, transport, availability and parking etc.
What – If concept has not been identified, brainstorming could be good, maybe ideas can be merged together. Once all these have been completed, working on logistics can start.
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