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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:

i.	Why should an Event Planner breakdown the tasks into phases?
An event planner should breakdown their tasks to make sure they are not missing things out, having an effective use of processes, working through tasks in order to ensure everything slots into place. The six main stages being initiating, planning, executing, monitoring, controlling and closing. 
Phase 1 initiating- where the staff of the event will begin the first stages of the event.
Phase 2- planning organizing a detailed plan of all aspects of the event, including time scales and progress reports. Communication with staff telling them the timetable of entertainment and what issues could arise and how to solve them as effectively as possible. 
Phase 3- executing acting on a plan to get the live process started these can happen before, during and after an event. 
Phase 4- monitoring overseeing the event process making sure that everything is going to plan. 
Phase 5- controlling by acting on issues which will be making changes and tweaks from what was picked up on during monitoring, this is upmost the most critical stage the final chance to edit and improvements.   
Phase 6- closing handing the event back to the clients giving then exactly what they wanted.
This is all done by completing the phases to ensure the best quality event for the client. 

ii.	What type of information an Event Planner will record during his/her first meeting with the client? 
The information will include what the event will entail, a point of contact in which the event planner can get hold of the client easily vice versa. What type of event is being held, this helps the kick start of organizing the correct number of staff and who the target audience is. Details about the client, getting to know their likes and dislikes, what they expect, how much they are willing to spend and what they can see as the overall outcome. Scheduling meetings fitting in with the client’s preference of dates, times and location and if they personally will be attending or if someone will be attending on their behalf. 
iii.	List the important factors to consider when creating a site plan.
The event planner will need to consider lots of different factors when creating a site plan these include where the attendees enter and exit from the site and who including parking, drop off and pickup sites and closest public transport stops.
 Running water and power from electric points and generators for easy use to vendors and entertainment to access.
Large easy to see signage situated all around the site these should include a simple use map, arrows for directional purposes and facility signs. Signed car parks included usually labelled by colours i.e. red VIP and access, blue family, green general.
Covered areas suitable for all weather conditions come rain or shine.
Thoughtful location of facilities such as the stage center of the area it’s in so attendees can always see what’s happening, vendors and catering being situated away from the stage to stop obstruction and toilets away from catering for hygiene reasons.
Having bins covering all areas of the site for all materials including recycling and a large waste disposal unit away from public sight so bins in main areas don’t overflow.

2.  ”The purpose of the planning phase is to create plans to achieve goals you set for the event.” Please explain what type of plans are created for the event at this stage.
The types of plans are scope plan the purpose of this is the guests allowing the event planner to know the number of guests allowing them to have enough resources, so no one goes without but also complying with the client’s budget.  Cost plan is where the planner has a budget for the event and funds set aside for the possibility of an emergency. 
Staffing plan when a schedule is available for viewing the event planner will be able to organize the correct staff with the right skills required for the event at particular times to work, giving them a rota, which will make sure the right people are in the right places at the right time.
Quality plan this is done to ensure the highest quality by following list and making sure it has all been ticked off. This can also be done when hiring someone to get a job done sometimes paying a little extra for someone with more training will ensure the job is done to a higher quality then someone just starting out in the job role. 
Communication plan is to recognize who is point of call when different occurrences happen and who should be communicating with who to get the job done in the most effective way possible.  
Risk assessment will need to be created to figure out potential risks this will include ways to prevent them from happening but also knowing how to rectify if it does happen and what could be the worst that could happen if it did happen risks are to be put into a chart from high too low for prioritizing.
Procurement Plan creating an inventory of resources knowing if items need to be brought or rented, who ae they best to get from, if delivery is needed when and where. Sorting the right contracts always ensuring you are comparing prices, so you get the best quality for the lowest prices.
Schedule plan is to ensure the expectations of the clients are met by doing this the event will run smoothly and all activities will be coordinated correctly. The entire reason for having many plans is to ensure an event is as successful as it could possibly be. 

[bookmark: _GoBack] 3. “Before choosing a venue, it is crucial to conduct a site survey.” Describe the main points to consider when conducting a site survey.
The main things to consider when performing a site survey are having liability insurance making sure all areas are covered. Having a contract with vendors knowing what they expect and what the organizers expect from them. Finding out about the requirements of the facility’s in the venue. Have someone conduct an inspection of the site making sure its fit for the use of event. Viewing all the access areas in and out of the venue and how safe they are.
Find out about all restrictions and how to follow them this can be from dock heights to vehicles which can be and can’t be allowed on site. Measure heights of door framing and walkways to see how accessible they are for all attending. Collecting a map of the site area to see where equipment can be brought in from and foot paths for the guests, so they have easy and safe access to and from the event. Working with the security so they know the best ways to get access to different places quick and efficiently. 
Conduct a venue inspection figuring out where the fire escapes are and how safe the venue is looking at interior and room heights. Plan a meeting with the event riggers to find out where they wish to rig from and what area they will be situating their equipment. Where power will come from how lines will be created safely this helps with the lighting and sound situation making sure they have accessible power for their equipment at all time keeping them in more secluded covered area due the amount of wires they need preventing a health and safety issue. Making sure all electrics have been tested by a qualified electrician. 
These surveys must be carried out by the event manager and observations need to be seen to and followed to make sure all the right requirements have been met. Everyone involved in the event must know about the site survey and how they must follow the pointers of this.
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