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Event Management - An Introduction to Event Planning

Question 1
i. Explain the duties and responsibilities of an Event planner/coordinator

The responsibilities of an Event Planner is to deliver a well planned and organised occasion, whether that be a social occasion or corporate event. Events that event planners will typically organise include Celebrations (weddings, festivals, birthdays etc), Educational (conferences or graduations), Promotions (product launches, fashion shows, conventions), Commemorations (memorials, civil events), and events put on for the corporate market.
The main priority of the event planner is to achieve the specific objective or goal of the client, whether that be to entertain and celebrate a social occasion for a private client or for corporate clients this could be to promote their brand or product, get them in touch with their target market, promote charity/community groups and their interests or to raise funds or profits.

ii. Outline the main tasks involved in event planning.

The main tasks involved in Event planning include researching and creating a unique design for the event, selecting and organising a suitable venue, organising catering arrangements, transportation, creating and sending out invitations, accommodation for guests and co-ordinating and organising any contractors or workers at the event.

iii. What are the five Ws in Event Creation and what is their importance when planning an event?

The five W’s for Event Creation are:

Why are we putting on the event?
What is the main goal of the client? Do they want to celebrate a private social occasion such as a wedding/birthday etc? Is this a marketing opportunity event for a company? Do they want to promote their brand?

Who do we want to come to the event?
Who is the target audience for the event, and how will you market it to this type of person? 
How many people will be attending the event? This forms a basic idea of the scale of the event which will influence other decisions such as venue, catering etc.

When is the best time to stage the event?
This is very important to avoid any conflicts with any other events, and take into account special dates for the occasion.

Where is the best place to stage the event?
Where is going to be the most suitable and convenient venue to host the event?

What concept or idea will best serve the purposes of the event?
Brainstorm ideas for themes/designs for the event. The client could have some ideas already which you can take into account.

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

When choosing a suitable venue, it is very important to take several things into account. The size of the room, arrangement of seating, location for toilets, sound systems, stage etc, where signs can be put, how rooms can be accessed, facilities at the venue, are all things that need to be considered.
When looking at potential venues, the venue owner or manager needs to give the event planner all information that could influence choice. This includes whether banners, signs etc can be hung at the venue and if there are provisions in place for this, any restrictions in displaying event information, availability of audio/visual equipment, catering options and kitchen facilities, staff at the venue, concierge services, shipping and receiving services.
Once these areas have been explored and the venue seems suitable, it is useful to visit the venue for a tour of the premises. This can help to visualise how the event will fit in the space and clear up any other questions with an onsite manager or owner. Budget can be discussed to see if this will fit into the outlined budget given by the client.

v. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow...?

[bookmark: _GoBack]a) 30 minutes
b) 60 minutes
c) 30-45 minutes

For a refreshment break for 1,000 people, I would suggest 30-45 minutes. This allows enough time for each person to visit the toilet, get themselves a drink and return to their seat.


Question 2
“An event planner is a person with appropriate skills for making timely decisions.” Discuss this.

I agree with this statement as I think being able to make timely decisions is a big part of being a successful event planner.
During the course of an event, things can go wrong or plans need to change quickly, and it is the responsibility of the event planner to make decisions around this. For example, the bar staff may have run out of ice and it is up to the event planner whether they send someone out to get more and risk being under staffed, or to just continue the event without. Similarly this could also be needing to make a quick decision regarding an integral part of the event such as venue as there is someone else who would like the same venue for the same day. Without the ability to make a quick decision, the event planner could lose out on the perfect venue.
This skill also means that the client won’t have to wait a long time for decisions around their event. They may begin to get dissatisfied with the service if the decisions are taking too long to be made.
The best way to limit the amount of last minute decisions that could arise is to prepare for all eventualities and have back up plans in place. However, even with careful planning, unexpected problems can still arise and quick decisions are essential.


Question 3
Write a short note on “the benefits of successful and safe events.”

The best way to have a successful and safe event is all in the meticulous planning. Contingency plans must be in place to make sure any problems that arise on the day can be dealt with quickly. There are several benefits to making sure there is an event management plan in place.
With a good plan in place and with a back up plan, people and equipment can be moved very efficiently. The transportation service will know when and where to collect the people, and logistics and suppliers can move equipment easily and quickly. This means that this all goes smoothly and without people or suppliers having to wait around which would cause disturbance. Issues and problems are less likely to arise with a plan in place, so this in turn also means that costs which can arise from security, repairs or cleaners can be reduced if they don’t have to respond to problems. With less unexpected problems, this also means that the environment remains secured.
If an event is successful and safe, the client, staff and stakeholders will be very happy with the service. This means they are more likely to help out or rehire the event planner in future, and helps with ongoing support. This also gives confidence to any corporate/community clients and means they may secure more sponsorship or deals out of the event.
Finally, this also means there will be a reduction in any accidents/injuries and any related insurance costs.

Case Study:
Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be the sequence of working procedures? (Please rewrite the following in the correct order)
a. Acquisition of permits
b. Food and catering arrangements 
c. Monitoring the event
d. Decorating
e. Budgeting
f. Carefully interviewing client to establish his goals, objectives, and budget

1. Carefully interviewing client to establish his goals, objectives and budget 
2. Budgeting
3. Acquisition of permits
4. Food and catering arrangements
5. Decorating
6. Monitoring the event
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