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1. Explain the duties and responsibilities of an event planner or coordinator. 
An event planner or coordinator has responsibilities to make sure that an event is going well, from the preparation until the event has ended, and as the client's expectation. 
2. Outline the main task involved in event planning. 
· Undertaking research activities. 
· Creating a unique design for the event. 
· Selecting an ideal site and venue.
· Catering arrangement. 
· Making arrangements for transportation. 
· Creating unique invitation cards and dispatching them to guests.
· Coordinating and supervising workers. 
· Making provision for accommodation. 
· Evaluation of the event.
3. What are the five Ws in event creation? And what is their importance, when planning an event? 
The five Ws in event creation are :
· Why are we putting on the event? 
· Who do we want to come to the event? 
· When is the best time to stage the events? 
· Where is the best place to stage the events?
· What concept or idea will best serve the purpose of the event? 
           When planning an event :
· Doing pre-planning for the event to visualizing event that the planner would like to be held. 
· Having a good logistic arrangement. 
· Budgeting for the event. 
· Scheduling the event. 
4. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organise. 
Identifying ther events are important, as it could help the event planner to planning an event to make it unforgettable, different than other events, and to make it specifically during the purposes of the event itself to the client. 
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