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(i) It is the duty of the event planner to met with a client and turn their wishes / 

ideas into a practical function / dream. This may be to follow a define and 

structured plan with an expressed outcome or use their creative talents to 

produce an event within the budget available. This may be a rich father 

wishes to show their daughter off to the world at a birthday or wedding etc. 

It could be to produce a production to sell or promote a product coming off 

the production line to a political party conference.


(ii) The main task is to acquire the correct venue to suit the ambience of the 

event in accordance with the budget. A five-star event should have a five 

star + venue. They need to concentrate on the details of the event from 

room space, hotel rooms in local area if not at venue, photographer, 

decoration of the room, food (type, taste and alternative to main for Gluten 

Free etc), transport for speakers and invites to the event.  


(iii) The 5 Ws are:

WHY – The purpose of the event is it a fun event or corporate event. 

Without the Why the planner can not start to understand the requirements 

client wants.

WHO – who is running the event and the target audience behind it all. No 

David Millar
										Student id 25728
										Assignment 1


use decorating a room in the best ‘Blue’ if it is a Labour Party conference.

WHEN – must know to able to book venues or to ensure that it does not 

clasp with similar events in the area. Also enables the planner to decide on 

venue as you would not book an outside event in the middle of October in 

UK but event was to be held in Spain then maybe it would work.

WHERE – Is it a set facilitate i.e. the client’s workplace or home then this 

would affect numbers that may be catered for. The where will able the 

planner decide what may be done or may not be done. This will decide the 

whole logistics of the event.

WHAT – what is the clients hopes for the event, what ambience does he 

expect, what is the outcome is it to have fun or more serious like a 

corporate event. 


(iv) The planner needs to look at the five W’s and ensure that each is taken 

into consideration within the budget and ability to create the ambience 

required. By doing so they need to look at the venue size to ensure that it 

can caterer for the venue. No use having a venue that holds 300 people if 

300 people are invited and trade stands to be in the room also. Is the food 

to the required standard for the event or can outside caterers be used? Is 

the facility able to provide the audio/visual equipment? Is it accessible for 

the persons attending if they need to stay overnight? Does the venue have 
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the required licence if alcohol, entertainment or a place of marriage licence 

needed? Does it caterer for disabled persons? The list will differ for every 

event and will be included in the event plan.

(v) For 1000 people the refreshment break should last 30 minutes.


2.	An event planner needs to have a range of skills to succeed and to enable to 
      make timely decisions. Knowledge and experience are very important as this can 
      help you know when it is time to do things for the event. If an event requires a 
      licence etc it will be timebound of when it needs to be applied for etc. If not 
      applied for in time could lead to the failure of the event or reducing the quality of 
      the event.    
     The planner must be able to multi-task and when to delegate tasks to the team 
     and appropriately to the level of skill the team member process. This will free up 
     the planner to carry out the task that they need to carryout. They must be 
     organised so that they are not looking to reinventing things in order not to 
    waste time.
    Must be able to coordinate not only themselves but the scheduling of the entire
     team, it’s about planning, re-planning and scheduling. Stress management is 
     important in any job but a planner must be aware to be able to control their and 
     the teams stress as this can lead to tension and miss communication and time  
    wasting. 
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    It also shows lack of experience and confidence to the client and may lead to loss   
    of future events.
   Time decision need to be made in business all the time in order to get the best 
   price for a product and getting the best product available and the items in an event 
   are products. People see products as tangible items but getting the 
   right DJ for an event is a product and with this comes the skill in making the correct 
   timing to book or making a quick decision when a product becomes available 
   which they didn’t think they could produce. In this I mean that if you wish to have a 
 special DJ at the event and you hear on the grapevine that he may be available as 
 another event is cancelled then you must make the decision to book even if it is not 
 on the scheduling at that time.   

3.	The event plan is the most important part of any event as it is a working document 
       and as the saying goes ‘Fail to plan, plan to fail’ The document will inform everyone 
       of what is happening with the movement of services, people and equipment. It 
       allows others to act swiftly to avoid issues and crises and if they a raise to deal with 
       them.
       The benefit of a successful and safe event is that it may lead to further event 
       by the client and additional events from persons attending. Confidence by others 
       and other providers willing to work with them again i.e. outside caterer will work with 
       them again as it increases their profile in a positive way if it is a successful event but 
       can harm them if unsuccessful. This is the same with all the service providers. Safe 
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event helps to avoid injury to person but can be a help with the reduction of liability
       insurance and first-aid requirements. In any medical risk assessment one of the 
       questions that is asked if it is first event or has pervious events been held and if 
       incidents happened at them. As in any insurance they assess the risk by the person 
       planning the event and their course record.

Case Study

a. Carefully interviewing client to establish his goals, objectives and budget
b. Budgeting
c. Acquisition of permits
d. Food and catering arrangements
e. Decorating
f. [bookmark: _GoBack]Monitoring the event
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