Unit 1 – An Introduction to Event Planning

1.) I & II 
The word event originated from the Latin word ‘eventus’ which means extraordinary occasions or occurrence. An event can be described as an organised occasion; obtaining/achieving a certain goal to benefit a person or a group. Hosting an event have a lot of purpose including entertaining people and promoting social interaction. The event planner is hired by two different markets, either a corporate market or social events. The event planner has a numerous amount of duties and responsibilities in order to host a successful event. Pre-planning is the first step and this requires the event planner to be able to pre-plan the activities and visualize how the event would go on the day of the event. It is very important that the event planner take into consideration factors such as people and their characteristic in terms of gender, age range and their specific needs. When the event planner pre-plans the event, they would need to understand the purpose of the event. This can be done by listing all the activities including seating arrangements, number of staffs required and their responsibilities, making sure that they are trained and supervised if needed as well as scheduling the time for the activities. Catering requirements needs to be done effectively by the event planner and factors such as kitchen facilities, availability of menu and tasting of dishes to ensure they meet expectation are all important aspect of a successful event. Budgeting is also a very important part of hosting an effective event. It is the event planner’s responsibility to be able to produce a balance sheet with the list of all expenses relating to accommodation, transportation, catering services as well as marketing. Sufficient funds must also be available to pay for all the expenses. In order to plan a successful event, the event planner is expected to view different types of venues and select the most appropriate venue for the type of event required. The venue should be attractive, safe and well-maintained and can occupy the number of guests invited. The event planner would need to consider the different types of attendees, e.g. if it is a family reunion, toilets, baby changing room and family rooms needs to be considered. The event planner must be creative and be able to create a bespoke design for his or her clients. For example, be able to create an invitation for the event with the exact time and location for the event, ensuring that all invitations are despatch to all the guests with adequate amount of time before the actual event. 


III
The 5W’s:
Why – the main purpose of the event
Who – attendees who will be at the event
When – the best time for the event to take place, ensuring that there are no conflicts with other events
Where – find the best and most suitable venue for the event
What – determine the concept/idea will best serve to the purpose of the event
IV
The venue sales manager’s duty to provide appropriate procedures to the event planner who wish to secure a venue for an event. There may be certain types of promotional activities that the event planner wishes to conduct in the venue, therefore it is important to find out terms and conditions with regards to the venues. This may include provision for displaying banners and other directional signs, information on restrictions concerning display of event information, availability of concierge/information desk, availability of telephones in meeting rooms and so on.. 
V
30-45 minutes 
2.) In order to become a successful event planner, an individual must posses certain skills and attributes to be able to host an effective event to suit purpose. Planning an event, either for the corporate market or for social event, one must be highly organised and is capable of managing their time efficiently in order to deliver the best possible outcome of the event. Being highly organised is crucially important as planning an event requires a lot of time, effort and patience not just for the event planner and the client but also the stakeholders involved. The event planner must be able to estimate the required time scale needed for the invitations to be sent out to the attendees in order for them to plan for the event. As well as being able to manage time and being organised, the event planner must also be able to communicate to everyone involved in the event planning as communication is key to ensure that everyone is/will be doing the task designated to them. Planning an event is exciting yet very challenging thus the event planner must have the ability to work under pressure if plans do not always go the way it is set up to be. 
3.) The benefits of successful and safe events 
Save time – the success of the event depends on the people involved and being able to do their tasks accordingly, preferably with a designated time. This will allow a smooth-running schedule of the event. 
Contingency Plan – as much as we want all events to run smoothly, sometimes certain problem may occur during the event, so it is important to have a contingency plan just in case something goes wrong during the event.

[bookmark: _GoBack]Case Study 
· Carefully interviewing the client to establish goals, objectives and budget
· Budgeting
· Acquisition of permits
· Food and catering arrangements
· Decorating
· Monitoring the event 
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