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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. Explain the duties and responsibilities of an Event planner/ coordinator. 
Ensure the event is being carrying out smoothly. They need to have a pre-plan with everything organised for the occasion such as selection of the venue and be ready for possible unexpected issues because if something goes bad like for example, the lights don’t work well, the event planner needs to sort the problem ASAP to get the customers happy and keep going with the event.
2. Outline the main tasks involved in event planning.  
Before the event: Creating a unique list of activities and design for the event, selecting an ideal venue, taking care of catering and transportation arrangements, invitations for the guests. During the event: supervising workers, keeping and eye everything goes how it was planned. After event: Evaluation of this one.
3. What are the five W’s in Event Creation and what is their importance when planning an event? 
The five W’s are a kind of list that can help the Event Planner to run a successful event. They are: WHY (what is the purpose), WHEN, WHERE, WHO (target audience), WHAT (idea can help for the purpose, normally you can use brainstorming. They are important because are the necessary steps to follow to plan an event.

4. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?
Nowadays we need to count on multimedia and communication technologies so that potential venues should be up-to-date with latest development in event hosting concepts; telephones in the rooms, office services, WIFI. In general, event planner should evaluate that everything is well connected with directional signs, event information, etc. 
5. ‘An event planner is a person with appropriate skills for making timely decisions. ‘Discuss 
[bookmark: _GoBack]You never know if an unexpected problem is going to show up so an event planner needs to improvise in some situations and make some important decision in last-minute. For example, in an event, in the last moment an artist is missing, an event coordinator needs to look for someone else instead or sort the situation somehow as soon as possible.
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