Page | 4

[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Lorraine Chivandire

	Student Number:
	1384

	Course:
	Diploma in Event Management

	Assignment NO:
	1



	 1      I: EXPLAIN THE DUTIES AND RESPONSIBILITIES OF AN EVENT PLANNER/ COORDINATOR. 

· The event planner has the responsibility of meeting with clients and extracting all the information required to begin the planning process of an event and finding the right people to hire for the event.
· They are responsible for finding a venue appropriate for the event and drawing up the event budget and activities program while meeting the expectations of the client as much as possible.
· On site supervision to make sure that all the logistics and catering planning required are running smoothly while tackling challenges as they come up during the event.
· It is the event planner’s responsibility to ensure that safety is a priority and that all aspects of possible incidents and required response teams are on standby on the day of event. 
· Post event clean up, evaluations and reports are also the event planners responsibility when closing an event which includes paying hired staff and covering all other costs incurred during the event.

1 II: OUTLINE THE MAIN TASKS INVOLVED IN EVENT PLANNING. 

· Doing all the research to gather all the necessary information needed.
· Coming up with a design for the event based on the needs of the client.
· Finding the appropriate site and staff to run the event.
· Sending invitations and organizing transport and accommodation where necessary.
· Setting up of the venue early and making sure all food, sound, décor and entertainers are well organized.
· Coordination of activities and making sure the programs are running smoothly and informing all emergency teams to be on standby incase of incidents requiring attention. 
· Supervising all aspects of the event and dealing with urgent situations that will rise throughout the event. 
· Evaluations of the event as well as conducting inventory in order to ensure all expenses are paid off.
                                                                                                              Student Name: Lorraine Chivandire
                                                                                                              Student Number: 1384
                                                                                                              Course: Diploma in Event Management
                                                                                                              Assignment NO: 1

1. III: WHAT ARE THE FIVE W’s IN EVENT CREATION AND WHAT IS THEIR IMPORTANCE WHEN PLANNING AN EVENT?

· Why: knowing the reason and the purpose of the event will give the planner the kind of event to put together.
· Who: the people that attend the event will determine a lot of factors in the event designing and programming of events.
· When: the timing of the event is important to consider as this has a direct impact on its success for example an outdoor wedding will need to be done during non rainy or winter seasons.
· Where: the area which the event is to be held should permit and be appropriate and suitable to run the event in order for it to run without breaking any laws
· What: this is what gives the event its unique design and theme.

1. IV: HOW SHOULD A PLANNER EVALUATE A VENUE TO MAKE SURE THAT IT BEST SERVES THE EVENT REQUIREMENT?

· When meeting the venue manager, the planner has to find out what amenities come with that venue and if they serve the purpose of the event being planned.   
· The planner has to view the facilities in person in order to make sure that the space and surroundings are appropriate for the event design. One example is to find out if the space is adequate for the event size. 
· The planner should find out if the venue comes with audio or visual equipment or if they will need to be out sourced in order to plan the logistics and budget to acquire all that is needed for the event.
· The planner has to ensure that the right catering service companies are hired and that usually includes meeting with the executive chef and go through menu planning and food tasting meetings. 
· Once the best options for services required and the best payment options are confirmed, the planner has to put together a report showing all these figures as the event budget.  

1. V: WHEN ARRANGING FOR A REFRESHMENT BREAK FOR A GROUP OF 1000 PEOPLE, AN EVENT PLANNER SHOULD ALLOW:

· 30mins
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2. AN EVENT PLANNER IS A PERSON WITH APPROPRIATE SKILLS FOR MAKING TIMELY DECISIONS. DISCUSS

· It should be expected that when a group of people come together, there will always be things that arise that are not planned and therefore need immediate attention. Planned events are no different, therefore an event planner should be able to remain calm when an expected need arises and should be well equipped with information that will help in making decisions regarding the matter for example, during a wedding, which is a celebration, if the program does not seem to be keeping the celebration spirit of the event, the planner would need to make a decision of what action to take, like switching  the music or speakers to ensure that the purpose of the event is obtained. Therefore, the planner should be able to make quick decisions when needs arise throughout the event. 
                                                                                                              

3. WRITE A SHORT NOTE ON ‘THE BENEFITS OF SUCCESSFUL AND SAFE EVENTS’.

· Successful and safe events are what make event companies thrive and gain their reputation. This creates good working environment for all working to make the event a success and therefore that cuts costs on incidents which the client will also be impressed with and thus gaining loyalty for future events with those clients. 

CASE STUDY CORRECT ORDER:

· Carefully interviewing client to establish his goals, objectives and budget (f)
· Budgeting (e)
· Acquisition of permits (a)
· Food and catering requirements (b)
· Decorating (d)
· Monitoring the event (c)
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