An Introduction to Event Planning

Assessment 1

1. 
(i). Explain the duties and responsibilities of an event planner/coordinator.
The main duties and responsibilities of an event planner include the following:


▪
Carrying out research with the client in order to understand what they would like to achieve with the event.  What their visions are, who they want to target with the event, the anticipated size of the event, and what they would like to have achieved as an individual or company by the time the event is over.


▪
Working with a budget is an important responsibility of the event planner.  The budget would have been set out by the client during the first meetings to plan the event.  It is important that the event planner does everything the client has asked, while staying within the budget to ensure the client is fully satisfied with their work, as they would have set a budget for a reason.  It would also be important for the event planner to set aside some of the budget separately for any emergencies that may occur and need urgent funds, as this would allow them to still provide the best service for the client and guests on the day of the event, without then going over the budget.



▪
Catering for the event needs to first be discussed with the client, to outline what sort of refreshments they would like throughout the day, and how many refreshment breaks they require.  It is the responsibility of the event planner to research different catering options, whether these be in house at the venue, or hired in from an outside supplier, and to ensure that there is enough food and drinks to cater for the required numbers of people throughout the duration of the event, and to ensure that any dietary requirements are also catered for.  It is also the responsibility of the event planner to make sure that the timings of all refreshment breaks run smoothly, giving guests enough time to eat, drink and network, without making the event itself run over time or cause delays throughout the day.


▪
Booking the venue for the event is one of the most important duties of an event planner.  They need to carefully listen to what the client wants and requires out of the venue for the event, and to carefully take their budget into consideration.  The size of the venue, as well as other facilities provided by the venue such as parking, catering, internet access, tables and chairs, the ability to decorate and display promotional materials, security, transport links and price, are all things the event planner needs to consider when evaluating venues for the client.


▪
Does the client require any sort of decoration for the event?  This could be balloons and other party decorations, or displaying promotional banners and posters for the event and other stakeholders/companies.  The event planner would be responsible for ensuring the venue they book allows this sort of decoration, as well as purchasing or designing any necessary decoration within the clients budget, as well as carrying out the actual decoration with any staff they have prior to the event taking place.


▪
The event planner is responsible for ensuring that any equipment needed by the client for the event is available to them throughout the event.  This could be tables and chairs, Audio-Visual equipment, a PA system to name a few.  The event planner would be responsible for ensuring either these are readily available for the clients use at the venue, or whether they would need to hire this equipment in from other suppliers within the budget, and if this equipment is allowed to be used at the event by the venue.


▪
Another duty to be undertaken by the event planner is to organise any invitations that need to be sent out to guests for the event, as well as any marketing or publicity materials.  These things might be done by the client themselves, by friends or people in their business, or it may be something the event planner would need to source and carry out for the client, taking into consideration the theme and characteristics of the event, as well as the clients budget.


▪
Supervising or co-ordinating the event on the day is an important job for an event planner to carry out, as they are the person who has made this day happen, so they know every detail about the day and what is happening.  It is important for them to be there on the day in order to oversee the event as a whole, to be there to troubleshoot any problems or issues that may arise, to ensure that any staff hired are carrying out their jobs properly, and to make certain that people and equipment are where they need to be, when they need to be there.  An event planners main responsibility on the day of the event is to make sure that the whole event runs smoothly for the client.


▪
Evaluating the event once it is over is a vital responsibility of the event planner.  Firstly, they must do this with the client to ensure they are happy with how the event has gone, and that they have achieved everything they wanted from the event, and to ensure that the event planner has done their job properly.  Secondly, it is important for the event planner to do this as a form of  self evaluation.  What did they do well? What did they not do well?  Was there anything from that particular event that they wish they had have done differently?  What could they do in the future to improve their skills and the service they provide to clients?  All these things will help the event planner become even better at what they do.


(ii). Outline the main tasks involved in event planning.

The main tasks involved in event planning are as follows:

-Researching what the client wants for the event.

-Designing and planning what the event will look like and what will happen during the event.

-Looking at various venues and selecting the most appropriate one for the event.

-Organising catering for the event depending on the venue and clients wishes.

-If necessary, organising transport for the event, to and from the venue etc.

-Creating invitations and other marketing materials for the event, so that it is well attended by the appropriate audience.

-Hiring and supervising workers both in the lead up to the event and throughout the event itself.

-If necessary, organising accommodation for the event for the required numbers, whether that be in the venue itself or elsewhere.

-Evaluating the event once it is over, and realising things that went well, and things that could be worked on in the future.

(iii). What are the five W’s in Event Creation and what is their importance when planning an event?

-Why is the event being held? It is important to outline why an event is being held in order to understand what the outcome or end goal of the event is going to be, and also to understand the clients intentions for the event.  This is the first question that needs to be asked when starting to plan any event.

-Who do we want to come to the event?  This is a necessary question to ask, as it is important that we are targeting the correct audience for the type of event being held in order to get a good turnout of guests during the event.  This information about target audiences will be important when carrying out and marketing or promotion of the event further down the line.

-When should the event be held?  Again, this should be discussed in the beginning with the client.  Do they have a preferred time period for the event to take place, are they very specific or are they flexible?  This is also important in terms of the venue and with other events being held by competitors, as events could end up clashing, which would also then have an impact on your target audience attending the event.

-Where is the best location/venue to hold the event?  This question is important for a variety of reasons, including the size of the venue and whether or not it is able to hold the anticipated number of guests, the type of space needed for the event, I.e. a large arena or hall space to fit hundreds of people at a time, a large foyer area for exhibitors and refreshments, or lots of smaller spaces for various workshops, and also in terms of health and safety, accessibility for all, any technological requirements and the ability to create the correct atmosphere and setting for the event.

-What concept will be best suited to this particular event?  This is an important discussion to have with the client before the event planning process begins.   It is important to ‘brainstorm’ with them to discover what their ambitions and goals are for the event, and what they would like to gain from it at the end.  This discussion can also include other things such as decoration ideas, preferred types of catering and preferences or suggestions for entertainment.

(iv). How should an event planner evaluate a venue to make sure that it best serves the events requirements?

There are numerous things that need to be taken into consideration when evaluating the suitability of a venue for a particular event.

The first of these is the clients requirements.  Is the venue big enough to hold the numbers anticipated by the client?  Does it have the different sizes of spaces for different activities that the client has requested?  Does it have the equipment and facilities needed for the event, such as catering facilities and audio/visual  and PA systems?  Does the venue create the kind of atmosphere or setting the client has in mind?  Does it match the professional image the client is trying to maintain (I.e. is the venue clean and well kept?).

Also to be taken into consideration when evaluating a venue is their willingness for decoration.  Does the venue allow decoration at all?  Would you be allowed to decorate the space in the way the client has requested?  Is there adequate space to decorate the venue in the way the client has requested?  Is there provision for ‘decorating’ spaces with marketing or promotional materials for the event or other companies or organisations attending?  Can you put up signage for the event in the venue?

One vital consideration for an event planner to note when evaluating the suitability of a venue is communication links.  Does the venue have internet access/wifi for all delegates attending the event?  Is it included in the price of the venue hire or is it an additional cost?  Are there telephone lines for guests to use if necessary?  If a client is organising an event that is business orientated, these considerations will be vital to choosing the appropriate event.  Something that could also come into this bracket would be the availability of office services, such as printing or photocopying that may need to be done at the event last minute.  Does the event you are considering have that facility readily available to use?

If the event being planned is a large one, with lots of people attending from lots of different places, transport links is also something that will need to be taken into consideration.  Is the venue in a central location or is it further out from the city centre?  This would impact upon the number of transport links that go directly to the venue, such as buses, trains or underground trains.  Are their local taxi services available for delegates who can’t avail of public transport?  Are their transport links from the airport for guests who are travelling from further afield?  Something else to be considered in this category is the parking facilities at the venue.  Is there enough parking to accommodate the number of guests expected?  Do guests have to pay for parking or is it free, or is parking included in the fee the client will pay for the venue?  


(v). When arranging for a refreshment break for a group of 1,000 people, an event planner should allow...?




a) 30 minutes




b) 60 minutes




c) 30-45 minutes

For a group of up to 1,000 people, the correct period of time that should be allocated for a refreshment break is 30 minutes.

2. “An event planner is a person with appropriate skills for making timely decisions.” Discuss this.

An event planner should have a variety of skills and abilities that enable them to make timely decisions, such as - high organisational skill, good time management skills, along with the ability to work to deadlines, and perhaps most importantly, problem-solving skills and the ability to deal with high pressure situations.  One of the most important skills to have as an event planner, is to be a people person, and to have confidence when meeting with clients and suppliers.  If an event planner doesn’t come across with the right attitude or isn’t pleasant to clients and suppliers in meetings, then they would be less likely to be hired for the event.  As well as these skills, an event planner should also have lots of experience and knowledge about the industry and planning events, as this can help them make quick decisions that are appropriate to the situation and event, based on past experiences.

If any timely or important decisions need to be made during the lead up to, or on the day of the event, the event planner would be the best person to make that decision.  This is because they are the person that has planned the event right from the beginning, and know every detail about the whole event, from timings and logistics of moving people and equipment, to health & safety and staff issues.  They are the person at the centre of it all.  The event planner has organised every aspect of the event, and their presence at the event itself would be vital to make any last minute, time critical or important decisions, and to solve any problems or issues that may arise throughout the event. 

3. Write a short note on “the benefits of successful and safe events.”
In some aspects, the definition of a successful and safe event is one where no one gets injured, there are no accidents, and everyone present at the event has an enjoyable and safe day.  Of course, during the planning of the event, the event planner would have put all the required health and safety measures in place, such as carrying out a risk assessment of the venue, ensuring there would be qualified first aiders and necessary equipment available at the venue, and ensuring everyone at the venue on the day of the event is aware of emergency evacuation procedures in case there is an emergency.  However, even though all this planning has been put in place, an event planner ideally would never have to use these things.  Running a successful and safe event would also mean a reduction in liability for the event planner due to no accidents or injuries, which then leads to a reduction in insurance costs.
One of the most important benefits of running a successful and safe event is that their client is satisfied with the event planner’s work.  Customer satisfaction like this could lead to repeat business in the future for the event planner.  Word of mouth promotion from the satisfied client to other people, especially those within their business or industry, could have a positive impact on the reputation of the event planner, and could lead to further endorsements by different stakeholders attending the event.  Having a satisfied client makes all the hard work and effort put into the event by the planner worthwhile.

Another important aspect of running a successful event involves the catering, as quite often, there can be limited time during refreshment breaks to feed large numbers of people.  A successful event would ensure that all refreshment breaks run smoothly, have sufficient time allocated in the day to ensure that all visitors or delegates attending the event have time to eat or drink, as well as have the opportunity to mingle and network with other guests or exhibitors attending the event, and that there is enough of everything to cater for the numbers attending, including anyone attending with various dietary requirements.

During an event, all those attending the event should be able to all fit in, and move around the venue comfortably, and there should be no health and safety issues regarding the number of guests at the event.  This would come down to the event planner choosing the most appropriate venue for the event.  There should also be adequate space within the venue for any other equipment needed for the event, such as catering areas, toilet facilities, audio/visual systems, tables, chairs etc. 

In order for an event to be safe and successful, one of the most important things for the event planner to do is to plan the event meticulously, knowing every last detail regarding the whole event.  This careful and considered planning will lead to a reduction in the likelihood of any issues or problems occurring throughout the duration of the event, which could then furthermore lead to a reduction in cleaning or repair costs after the event has concluded.  The event planners knowledge of the whole event will also ensure that they are able to respond to any unexpected issues or problems quickly, and will be able to get them sorted in the most appropriate and efficient way.

Case Study

The correct order for this case study is as follows:
f. Carefully interviewing client to establish his goals, objectives and budget.

e. Budgeting.

a. Acquisition of permits.

b. Food and catering arrangements.

d. Decorating.

c. Monitoring the event.

