Types of Events

1. Short Questions:
i. How is opening ceremony for an event different from rest of the event?
An opening ceremony is used to promote the event and generate excitement for the participants. The ceremony can take place in a different location to the event depending on the nature of the event whether it be sports or a conference. It will normally include some entertainment factors such as singers or marching bands. These should all create a ‘fun atmosphere’. 
ii. Why is it important to have a defined vision before planning a meeting?
When planning an event it is vital to have a vision of how the event is to go. You will need to find out the objectives from your client and what they want out of the event. An initial meeting and a survey is a great way to outline the purpose of the event and to start planning the venue, equipment accommodation etc. This meeting and survey should be made at least 6-18 months before the event to ensure that all aspects are covered and ensure a successful event. 
iii. List the main tasks that a wedding planner is required to perform
 Picking a venue for all aspects of the wedding 
 Getting involved with budget issues and providing the right input in the form of budget analysis and preparation 
 Working with clients to pick suitable dresses
  Managing the theme and colour arrangements
  Setting up the venue and making arrangements for the provision of welfare and other facilities for visitors
  Getting involved in speech preparation and vows rehearsal
  Interacting with vendors and delivery people and tackling issues concerning delays and undelivered items. 
 Making the itinerary
  Ensuring that wedding parties are held on time and at the appropriate venues
  Scheduling receptions 
 Making arrangements for security to deal with troublemakers
  Dealing with accommodation arrangements for guests
  Honeymoon planning 
 Cleaning up the venue and restoring it to its original condition 
 Receiving gifts and parcels on behalf of the client
 Returning all rented items to their owners
iv. Explain the importance of good security measures when planning an event.
While planning the event it is vital that you have the correct security measures and personnel which can be in the form of a security company or retired police or off duty police officers, you can use a variety of people. All personnel need to be briefed as to what their role is before, during and after the event. The security personnel should be on hand to deter any theft or damage of equipment, any arguments that could spiral out of control. You will also need to calculate how many people you would need whether it by how many people you have attending the event or by the size of the venue. It is always good to have extras to be able to man kiosks and cover the pertinent areas. 
Visible security will also put any of your guests at ease knowing that they can approach them in the event of any issues or if they are unfamiliar with the venue. 
v. Outline the important factors that must be considered when planning a conference.
When planning a conference the most important factors that need to be outlined are the venue in which to have the conference. You must have enough space for all of the attendee’s and think about the best way to have the room set up whether it’s to be Theatre style, banquet style, class room to name a few options. 
The way in which your attendees are going to travel to the venue need to be conserved also. Can they access it via train or public transport, do they need to catch a plane in which case is it accessible from an airport. All these things need to be discovered and discussed with the client to ensure the success of the conference. 

2. Outline the main sectors for event planning. Provide one example for event that falls within each sector. How the planning requirements differ for different type of events? 
The Main sector’s for event planning are:
· Venue
· Location
· Capacity
· Facilities
· Accommodation
· Date & Time of event
· Define a vision/theme for the event
· Budget
· Catering
The Venue of an event such as a Wedding could be a Hotel.
The Location for a Festival would be in a rural location that has easy access and minimal disruption to locals.
The Capacity for a conference can be big or small. You would need to establish this before you found an appropriate venue. 
For many events including Sport events you may have to find accommodation for your clients to be able to stay at if they do not live locally. 
The Date and Time for a concert is important to establish straight away. They usually are held in the evening and would need time to have tickets sold, this would need to be decided early on in the event planning process. 
A fashion show would need to have a theme or vision discussed to ensure that the event in what the client envisions for example if it is to be a dramatic or romantic feeling. 
Budgeting an event is one of the most important steps. In order to be able to make a profit from events such as festivals. You would need to acquire a maximum budget from your client. 
Catering all events is very important. The food at a business meeting could only be teas, Coffee and pastries or a full lunch. These requirements will need to be met and within a good budget. 

The Requirements for all events will be very different. You could have an event on a massive scale which requires staff, accommodation, catering, entertainment and contacting the local authorities for permission or a small business meeting which could only require a room and some lunch.
[bookmark: _GoBack]In all cases of an event it is vital that you ascertain all of the information in your first visit with your client to ensure that the event runs smoothly and if it requires it makes a profit. A check list is important to be able to keep on top of all requirements and ensure an organised event. 

Case Study:
a) List some questions that George will ask them during the meeting?
As their planner George should be asking: 
· Do they have a theme in mind?
· How many attendee’s they would like at the venue.
· What their budget is.
· What entertainment they would like.
· What timings they have in mind for their wedding. 
· What food and refreshments they would like. 
· How are guests traveling to the venue
· How are they wanting to get to the venue?
· Do they want any security?


b) List some of the tasks for which George can help them now?
George can help them now by:
· Finding caterers or directing the chef.
· Arranging the refreshments.
· Helping with inviting guests.
· Working out all the accessible points of the venue. 
· Hiring people to help with the theme and decoration of the venue. 
· Making a schedule of how the day is going to be run and who needs to be where and when. 
· Organising security personnel if they require it. 
· Booking appointments for the wedding party to help with their outfits.

c) What benefits will they get by hiring George for planning their wedding?
The benefits of hiring George will be that they won’t have to call around all the vendors themselves they can leave that to George. It will take the stress out of organising their own wedding and can be confident that it will go without a hitch. George will know vendors that they may not have thought about and he may have a good relationship with them which could save the couple some money.  
It will also alleviate any extra stress on the couple on their special day. 
