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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. 
	1. Explain the duties and responsibilities of an Event planner/ coordinator.
· Meet with clients to understand the purpose of the meeting or event
· Plan fine details of the event i.e. time, location, program, cost, room setup/layout
· Work with the client to select a Venue for the event and who within the Venue to contract for services
· Visit Venues to ensure they meet the requirements - taking into consideration things like: accommodation, logistics, what the surrounding area has to offer
· Coordinate services such as - rooms, transportation, florists, photographers, speakers (if required), entertainment, activities and food 
· Coordinate with on-site staff 
· Review event bills and approve payments

Whether a wedding, conference or business convention, meetings/events bring people together and planners work to ensure this is achieved seamlessly. Coordinating every detail of events, from beginning to end, Before, during and after the meeting.
Reference: https://www.sokanu.com/careers/event-planner/



2. Outline the main tasks involved in event planning.

· Have Clear Objectives
· What do you want to achieve – raise profile? Bring people together? Raise money?
· Who do you want to attract? 
· Make sure you have plenty of time
· Plan & Delegate – Examples:
· Working together on a timetable. 
· Be clear about roles and tasks, and who is doing what.
· Make sure everyone knows what is going on
· Practicalities: Health & Safety, First Aid, Transport, Access, Activities, Insurance
· Bookings, Permissions & Licenses
· Venue booked and confirmed 
· What equipment is required?
· Event Budget - Examples:
· Venue Cost
· Equipment Hire
· Publicity
· Transport
· Insurance
· Publicity
· Plan Fine Details – Examples:
· Where will everyone be on the day?
· Weather (if it rains & event is outside)
· Setting up/clearing up
· Equipment storage

· After the Event – FEEDBACK!!

Reference: https://www.resourcecentre.org.uk/information/event-planning-checklist/
https://www.wildapricot.com/articles/how-to-plan-an-event












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

By asking the right pre-planning questions, answering those “5Ws,” you will gain the knowledge, confidence, expertise, and leverage to produce a successful event. 

WHO: Who are your prospective attendees? Are there VIP attendees? What special needs might these attendees have (dietary, physical disabilities)?
WHAT: What are the objectives for this event? Do you have a draft agenda developed? Have keynote speakers been identified?
WHERE: What are your space and set-up requirements for this event? Will there be multiple locations? What location will be most conducive for the prospective attendees? Is there adequate parking?
WHY: Why are people going to attend? What will the take-away be?
WHEN: When is this event being held? Are there reoccurring dates? Is this an annual event?  Is it necessary to have a back-up date?

Reference: http://www.tuinnovates.com/2012/05/17/the-5-ws-you-need-to-know-for-planning-your-next-event/
http://www.demonwheelers.co.uk/blog/5-w-of-event-planning/
http://www.marketingteacher.com/five-ws-and-how-of-events-planning/


4. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?

Identify Your Target Audience and Know Your Guest List
· How many to attend
· What type of event
· Venue capacity
· Consider the audience

Identify Event Dates
· When are the guests available to attend?
· What venues have available space for those times?
· When is the best time for your team to hold the event?
Calculate Your Budget
· Does the venue fall within budget?
· Have you negotiated a rate for services?
· Have you allowed flexibility in your budget in case expenses exceed the plan?

Scope Out Different Locations
· Based on the theme, what are the 3 best locations?
· Where would the guests prefer to attend?
· What will be most convenient for the guests?
· Other than a hotel, what unexpected locations could increase the RSVP rate?

Find the Right Type of Event Space
· Will your event require a dance floor?
· Will you need a PA system? 
· What about a speaker's podium or a projector screen? 
· What sort of table setup do you need? 
· Does the event venue meet the special criteria of the event?
· Does the facility reflect the standards of your organization?

Consider Venue Services and Restrictions
· Does the venue offer parking?
· Does the venue offer security?
· Does the venue offer catering, flowers, linen and table rentals, etc.?
· Does the venue have a setup and cleanup crew?
· Does the venue restrict what other vendors you work with?
· Does the venue have food and beverage minimums?

Consider Venue Reputation
· What is the tenure of the conference manager, catering manager, or chef?
· Will the management treat you like a VIP client or just as one of multiple programs?
· How much flexibility is the venue willing to give?
· Do they have feedback reviews available?
· Does the venue have photographs from events similar to yours?

Schedule a Venue Visit
Conduct a site inspection before contracting any venue. Ask for a tour of the venue including everything from the parking, entrance, the event space and the bathrooms. 

Incorporate Client Preferences
Present the venue to the client and obtain approvals. Understand the client's expectations and preferences from the beginning.

Reference: https://www.thebalancesmb.com/an-event-planner-s-guide-to-venue-planning-1223890






5. ‘An event planner is a person with appropriate skills for making timely decisions.  Discuss’

As someone within a company who plans events, I find that Intuition and Reasoning both work well when planning and making decisions. You also need to be productive and organized.  If you are organized you can be more productive, which is a very important quality in an event planner.
· Reduce more complicated decisions to simple steps; 
· See how decisions are arrived at; and 
· Plan decision making to meet deadlines
· Be clear-minded
· Indecisiveness is fatal

“No decision should take longer than the time required to draw seven breaths.” While you may think applying this adage to your project management work would be a recipe for disaster, it illustrates three crucial aspects of the job:
[bookmark: _GoBack](Reference from an Old Samurai Quote)

· Knowing when a decision is required is important
· Choosing an appropriate time frame to make a decision is critical
· Accepting responsibility for your decisions is vital

Being productive as an event planner means you work efficiently and work smart. This can include prioritizing, managing time efficiently, and delegating when needed. 
One of the best ways to be more productive is to be organized. Organize projects efficiently and organizes the tasks to use time effectively to get the most out of the day.
Reference: http://eventplanningcertification.com/important-qualities-of-an-event-planner/
https://www.skillsyouneed.com/ips/decision-making.html
https://josephnoone.com/2010/05/23/making-good-and-timely-decisions-4-key-principles/
https://www.techrepublic.com/article/decisions-decisions-make-them-timely-wisely-and-responsibly/
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