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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. 
	Please insert your completed assignment ( in word format)  here:

1.
i. The venue for an opening ceremony may differ from the event venue according to the type of event e.g. the opening ceremony for a sporting event could take place at a hotel near the stadium.  The event planner needs to take into account the number of invitees, media, VIP guests and participants when selecting the size of venue for the opening ceremony.  The opening ceremony may contain entertainment and/or a guest speaker and numbers attending the opening may differ from guests attending the actual event.
ii. Determining the objectives and goals of the meeting beforehand is essential to the success of the meeting and the outcomes required.  An agenda should be set either by consultation with attendees or by the meeting ‘lead’.  The agenda will provide a framework for the meeting and ensure that all vital subjects are included, discussed and actions recorded.  The meeting can be a vehicle to disseminate important additional information to participants. 
iii. The wedding planner should firstly ensure that the budget is understood and agreed by both parties and a budget plan is put in place.  The planner will research and select a venue including arrangements for guest accommodation either at the venue or prepare a list of a variety of accommodation to suit all budgets.  Welfare provisions for guests of all abilities should be considered i.e. ground floor accommodation, toilet facilities, special transport needs.  Negotiating the best deal for the venue, accommodation, caterers and all suppliers is within the wedding planner’s remit as is the scheduling of everything to ensure the event goes as the client wishes.
iv. Good security measures are essential to ensure mild disagreements do not turn into major events and to prevent petty theft.  Enough security personal should be calculated either by the number of guests or by the number of personnel for square feet of the venue.  Security personnel can be sourced from many organizations, volunteer clubs or professional companies and the role of security personnel is to ensure the safety and smooth running of the event from the set up to the take down stage.
v. When organizing a conference the planner needs to ascertain the reason for holding the conference and what are the expectations for the outcomes.  Research will be needed regarding the type, size, location and suitability of the venue to accommodate the anticipated number of participants and guests.  Room layouts and styles should also be considered i.e. class room, board room, hollow square, u-shaped or banquet style according to numbers, focus point and movement of participants.
2. The main sectors for event planning are:
Corporate events to include Leisure Events and Social Events which include Private events.  Examples of corporate events could be a music festival, a conference, a charity fashion show, or a choral concert.  Examples of private events could be a wedding or a graduation party.  Different types of events will require a variety of venues, layouts, budgets, numbers of participants and guest lists.  For example, the venue needed for a wedding service will be premises licensed for wedding ceremonies which could for example be a bandstand, church, hotel or cathedral according to the wishes of the client.  Contact with the Registrar is essential to ensure that all the legalities are covered.  The following reception may not be at the same venue as the ceremony and this requires separate detailed planning including possible transport arrangements between the two venues for the wedding party and guests.  The venue to be researched and sourced for a choral concert could be outdoors on private or public land requiring permissions from landowners or held internally at a dedicated music venue such as a cathedral, school or concert hall.  Wet weather and cancellation insurance should be considered for all events held out of doors to prevent loss of monies.  Questions need to answered as to whether the music event is a one-day event or held over several days in which case is overnight security needed to protect equipment and is accommodation required for choir members.  A fashion show will require liaison with fashion houses, model agencies and arrangements need to be considered for providing space for outfit changes, catwalk style and seating plans for guests.  The planner engaged to organize a conference will need to understand the purpose of the conference, the number of attendees, seating styles, refreshment requirements and timing for breaks.  
In conclusion, each type of event should be considered as unique with different requirements and although the event may be an annual event legislation changes needed to be considered.  The event planner will have a good network of contacts and information to draw on for whichever type of event they are called on to organize and good communication is key to the success of all types of events.
Case Study
a) George should ask the following questions:
What have you already organized?
What is the total budget?
How much has been set aside from the budget for each element of the wedding?
How much has been set aside from the budget for emergencies?
Are the ceremony and reception venues one and the same place?
Has the registrar been booked and rehearsal dates planned?
What is the theme for the wedding i.e. colours, styles
b) George may be able to negotiate a better price for the venue 
George can add his expertise to the budget
George can deal with the venue on their behalf to organize catering, accommodation, style, decoration, color theme
George can make honeymoon arrangements, researching the best deals for the venues chosen
George can do all the set up for the day and ensure everything is returned to its original state on their behalf
George can make any security arrangements
George can deal with all suppliers
c) The clients will benefit from George’s network of contacts and his previous expertise in organizing weddings from concept to conclusion.  He will take the stress and strain from the clients and minimize costly mistakes by ensuring the best price is achieved for all items i.e. venue, catering, suppliers.  He will be there on the day to ensure all the arrangements run smoothly from the ceremony venue arrangements to the reception venue arrangements to the honeymoon, gifts, guests’ accommodation and transport.  George will ensure that the event is free from incidents and a memorable experience for the right reasons. 
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