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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:


Q1- Explain the duties and responsibilities of an Event planner/ coordinator?
Being able to work in a team or independently 
Social skills 
Communication skills 
Good time management 
Attention to detail 
Creativity 
Working under pressure 
Being able to work to deadlines 
Computer literacy understanding emails Microsoft word 
Project management software 

Q2- Outline the main tasks involved in event planning?
Arrange catering find out if anyone in the party has allergies or is vegetarian 
Make arrangements for transportation 
Finding a unique design for the event 
Arranging staff 
Making provision for accommodation if needed 

Q3- What are the five W’s in Event Creation and what is their importance when planning an event?
1- Why are we putting on the event?
       You need to discover the purpose for staging the event.
2- Who do we want to come to the event?

Find out who the audience is that will be attending the event this will form a better marketing plan. 

3- When is the best time to stage the event?

It’s important to determine to avoid and conflicts with other events. 

4- Where is the best place to stage the events?

Finding the most suitable and convenient venue to facilitate easy access and to create an enjoyable atmosphere, finding a venue that’s too big or too small for the size of the event will have a negative impact.

5- What concept or idea will best serve the purposes of the event?

Event planners to arrange brain storming sessions to come up ideas for the event and to listen to all ideas not matter how small they are, taking notes of ideas thinking outside of the box sometimes. 

Q4- How should an event planner evaluate a venue to make sure that it best serves the event’s          requirements?
       When finding venues to speak to the venue management or owner find out what can be done to area ie banners, directional banners, wheelchair access, meeting rooms find out if there are telephones wifi access, information on restrictions concerning display of event information, adequate capacity of venue floor plan as the where tables will go, the facilities should be attractive and well maintained, if there tv monitors or projector screens, checking catering facilities and menus asking for a taster menu.

Q5- An event planner is a person with appropriate skills for making timely decisions.
Ensuring all decisions are within budget the venue is of easy access by road, not making a decision too quickly as your may find something/somewhere under budget but taking too long in making decisions. 
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