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1.
i)
According to our reading materials given, an event is “a well-planned and organized occasion with the view of meeting or achieving specific objectives for the benefit of persons, groups of persons or an organization.”  For the event to run smoothly, there must be someone charged with the responsibility of planning the event.  Such a person is known as an event planner.

The event planner has many duties and responsibilities which include:

· Ensuring the smooth running and coordination of the event: - The less hiccups an event can have, the happier both the client and planner would be.  The event should be as flawless as possible. 
· Decorating of the event: - The event planner must ensure that the decorating of the venue is the feature that wows the guests.  
· Putting together a team: - Team building is another responsibility of the event planner.  Because of the different variations of tasks involved in the event planning process, it is highly recommended that the event planner puts together a team of persons who will all be responsible for different components of the event.  Everyone will be working together to achieve one common goal which is to create an event that will be talked about for a very long time.
· Budgeting: -  It is important to have a projected figure which includes the income and expenditure, and which will in turn make your event financially viable.  Financial control must be maintained to avoid any blow-outs or over-spending.
· Researching and upkeeping rules or regulations: -  As we know, each state or county will have different rules governing different situations.  As an event planner, you must ensure that you are within the stipulated laws of the event venue.  For example, hosting a birthday party in a public park.  Even though the park may be public, there are rules governing the use of the park for social events for example, no fires should be lit, no alcohol, no music.  The event planner must seek permission from National Park authority to use the park and a list of the rules will be given to the planner which he or she must sign, stating their agreement before permission can be granted.
· Guest and invitees: - The event planner must have in their possession, a list of confirmed guests for the event so that seating arrangements can be done.
· Another responsibility of the event planner is to communicate with the client to ensure that thank you tokens be given to guests expressing appreciation of their attendance at the event.

ii)
Event planning involves many different tasks which are carried out by the event planner.  Some of which include:
· Undertaking research activities: - As much research about the event as possible should be done on the event as possible should be done on the event in order to create a smooth flow.  Example, if asked to plan an Indian wedding, the planner should research everything about the event.  The color of Indian weddings is red, which is connected to the planet in charge of marriages, Mars.  All these are important information for the planner to know.
· Creating a unique design for the event: - Any event planner will want to have their event to be the most talked about event and to have a competitive advantage above all others.
· Selecting an ideal site and venue: - The planner must do a walk through of the venue to determine size, layout of seating arrangement, stage layout, toilet locations etc.
· Catering arrangements: - Another responsibility of the event planner is that of making catering arrangements.  Selecting the caterer is of utmost importance in any event.  Taste tests is an important part of selecting a caterer.  The responsibility rests solely upon the shoulders of the event planner to ensure that the best quality of meals served at the event.
· [bookmark: _GoBack]Supervision of team: - The entire event team must be supervised by the event planner to ensure that all different components are coordinated and combined to achieve one common goal which is to plan a successful event.

iii)
The 5 Ws of event creations are:

· Why 		– 	What is the reason for the event?  The event 
can be sporting, arts & culture (carnival), heritage (art shows), lifestyle & leisure (weddings & birthday parties), industry & business (promotional events) or awards & competitions (workplace award ceremonies) 
· Who		 – 	Target audience; know who they are for the purpose of 
marketing plans.  Example, if a client calls a planner to do a birthday party, the planner must find out if it is a children’s party or an adult party
· When		 – 	Research must be done to decide when is the best 
time for certain types of events in order to prevent clashes with vendors.  Example, June is the month of weddings, so planning and booking of events and vendors must be done very early.  Also, if the client wishes to have an outdoor wedding, December will not be the best time to do so.
· Where 		– 	This must be taken into consideration.  The most 
convenient venue for the event
· What 		– 	This address what are the best concepts or ideas 
that best serve the purposes of the event.  This phase consists of brainstorming and requires the participation of all involved to voice their ideas and opinions.
iv)
Your venue creates the largest impact of your event.  It can either make or break your event, since it provides the experience that every planner is seeking to provide for their participants. For this to happen, the planner must evaluate the venue.  This is done by viewing the facility with the venue sales manager to determine the physical state of the facility, its lighting, capacity, flexibility of its layout and restroom facilities, provisions for displaying of banners and directional signs and other information on restrictions concerning the displaying of event information such as no smoking,  viewing of the facility also include information on all audiovisual equipment, internet access and the speed of it, projector screens for presentations, monitors for videos, whiteboard and easel access, and the availability of telephones in meetings for the purpose of teleconferencing during meetings and also the access to tv monitors for video purposes.  Catering information is also sought.  It involves access to kitchen facilities, menu details and tasting of dishes.
v)
When arranging for a refreshment break for a group of 1,000 people, an event planner should allow 30 minutes.

2.
Many managerial positions such as event planners require different skills so that their job can be performed efficiently and effectively.  Some of the skills include: 

· Ability to work in a team or independently
· Interpersonal and social skills
· Analytical
Being decisive is one of the many skills and attributes an event manager must possess.  This means having the ability to be quick thinkers and to be able to make many decisions simultaneously.  Decisions are also needed to be made as quickly as possible to speed up the smooth flow of the event.  Some of the required skills required for a successful event planner are
· Analytical ability
· Time management
· Ability to deal with pressure situations
· Problem solving skills
All these skills tie into the skill of timely decision making.  An excellent decision maker saves time.    The event industry is a very busy one and as such requires timely decision-making skills.  Their ability to make quick decisions saves time and prevents over thinking.  For example, Should something go wrong during the event, like technical problems, the event planner should be able to have a back up plan and think quickly to have a technician at hand to solve the problem.

3.
Successful & safe events
The safety of persons attending the event is of great concern to any event planner.    Depending on the number of persons at the event, the planner must have to decide on requesting persons to assist with providing a secure event for participants or patrons.  In some cases, emergency vehicles are placed on standby, should the need arise for anyone to be transported to the hospital.  An event management plan should be put in place as a guide as to how the event should unfold.  Some parts of the guide include:
Reduction to the likelihood of issues or crises.  This will mean less cost for the security, repairs and cleaning activities.  Also included in the plan is the reduction in liability arising from accidents and injuries and related insurance cost.

Case Study:
a. Carefully interviewing client to establish his goals, objectives, and budget
The first step of the event planning process is to meet with the client to establish specific goals and objectives such as the reason for organizing and event and what is expected to be achieved from the event.
b. Budgeting
A budget must be established for the event and should include both internal and external potential expenses.  A balance sheet can be created, displaying said information listing the expenses.
c. Acquisition of permits
The next step when planning events, is to seek permits that must be sought for certain areas.  It is important that the planner gets information on the venue and their rules and regulations if there are any.  For example, hosting a wedding on the beach would require permission from the Tourism headquarters of the country to host the event.  
d. Food and catering arrangements
Meal planning and ensuring that there is adequate supply of food and water for guests is another step in the event planning process.
e. Decorating
The next step is decorating your event and creating the perfect ambiance for your guest.
f. Monitoring the event
The event planner should be present at the event to monitor the progress of the event, and if any last-minute changes need to be made to any part of the event.
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