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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. 
	1i) An event planner may choose to break down their tasks into smaller phases to make their job easier to deal with. A planner may break up the event into the following phases: initiating, planning, executing, monitoring, controlling and closing. There are many benefits to working in such a way. 
Firstly, breaking down the task at hand into smaller manageable chunks will naturally show a chronological order to completing things. For example, a planner won’t be able to start executing plans until they have had the initial meetings with the client, as until this has happened the planner won’t know what the requirements of the event are. Secondly, doing so is an effective time saving method. The planner is able to work at one task at a time, with total focus, with individually set deadlines. In this way the planners will be able to work more efficiently without sacrificing quality and standard. Finally, this organised method allows the planner to ensure that nothing has been missed, as the tasks act as a checklist to everything the event will need. This gives the planner a clear picture of the event as a whole, and quickly be able to refer back to elements easily if a problem arises. 
In conclusion, a planner should break down the tasks into phases as it allows them to tackle the event more efficiently, in a timely manner. 


1ii) The initiating phase is important for building the relationship between the client and the planner, whilst also allowing the planner to get as much information about the event as possible. Knowing this, a planner needs to get a variety of different information from the client. Firstly, in order to build a relationship with the client the planner should record the clients contact details and get some background information about them. What is their role in the company the event is for? What part will the play in the communications for the event, and who to contact if not them. Identifying whether they are the person to contact when changes need to be made is crucial to ensure that the changes still meet the requirements of the brief. Secondly, the planner needs to know about the event itself. They will begin by asking the five W’s of event creation. Who is the event for? What is the event? Why are we running it? Asking the five questions should give the planner basic details that they will need to expand upon later on. Finally, the planner should find out about the total event budget. This will give the planner an idea of the scale of the event, and allow them to start thinking about the scope plans, asking the client questions such as: How many guests will there be? What are the requirements for the presenters? What type of equipment does the event need? 


1iii) A site plan is a map of the event venue. They are important to record the location of elements in the event such as toilets, entrances, and stage areas. The most common use of these are at festivals, as these run on large fields they have to be planned well to ensure for success. When creating these plans it’s important to consider the following:
· Where are the entrances for guests in relation to the transport links and parking facilities?
· Is the stage placement optimal for unrestricted viewing?
· Where are the power and water facilities, and are there enough to account for all the usage?
· Are there ample sheltered and shady areas?
· Are there enough paths to allow for free movement of people?
· Is there enough access for emergency and delivery vehicles in all parts of the event?
· High revenue attractions are best placed in areas where there will be high concentration of people, for most profit. For example, putting bars near stages at festivals so people keep going back without missing out. 
· Ensuring that the placement of catering is away from the toilets, and near shaded areas. 
· Are there enough waste disposal sites?
· Does the site have directional signs in the right places, and are there enough of them?
2) During the planning phase, an event planner will create many plans, each with a different purpose, or goal, so that when all the plans come together, they account for everything required in the event. The plans created will differ from event to event, but the eight main plans for event planning are: scope, cost, staffing, quality, communication, risk management, procurement and schedule plans. 
The scope plan allows the planner to first understand the volume of the event. This is in relation to the number of guests, and the amount of resources the event requires. For example if an event required a DJ, in a smaller venue they might only need two speakers for all guests to hear the music, but four in a larger venue. The planner will have to consider things such as this when writing this plan. 
Once a budget has been confirmed, the planner can create a cost plan. This is a document which records all the costs of the resources the event requires. A small percentage of the budget should be held back and noted in this document as contingency funds, just in case something was to change, and needed paying for. The planner completes this plan to ensure that the event stays in the budget of the client, to the standard they require.  
The staffing plan gives the planner a clear idea of how many people need hiring for the event. It is a detailed list of the activities the event is holding, and the type, and number of staff required to run the activity. In some activities more than one person may be required, for example having three theme park rides at a festival may require a team of eight to operate, due to the long opening hours, and accounting for staff breaks.  
The quality plan is created in order to ensure that quality is guaranteed during the event. It involves writing up a list of conditions that are required to ensure a high quality service. For example making sure there are enough waiting staff to guests at a wedding breakfast so food can be sent out in a timely manner.  
The communication plan is put in place to highlight who to contact at certain points of the planning process. It should give detailed information of the contact, and the best way to contact them. For example, an issue with the catering, and an issue with the entertainment may require talking to two separate members of the client’s team, and it is important to ensure the planner is contacting the correct person. 
The risk management plan is an essential, it lists all potential risks that could happen, and how they would be reduced. Each risk should be labelled from high risk to low risk, depending on the chance of it occurring. For example a risk could be that too many electrical items plugged into one power source could cause a power outage, or fire and by putting in more power points, the risk of this happening would be reduced. 
The procurement plan lists the quantity of item the event requires. It gives details on the type of product and the vendor, as well as the costs and delivery dates and times. It allows the client to identify costs, whilst organising the planner to know where items are coming from, and when they will arrive. It’s also useful if a problem with an item was to occur, as the planner has quick access to knowing which vendor to contact to fix the problem. 
The schedule plan gives details of the times and activities that are happening at the event. It can be adapted for the use of the organiser, or the guests. The organiser schedule will be more detailed, in giving information of what items are required at each activity in the event, for example how the room is going to be laid out, and the time the DJ will set up. Whereas for the guests it might just highlight the times of each activity, and where it is being held. 
The plans work together to ensure that the event is to the standard the client expects, whilst also meeting the requirements of the brief. 

	
3) Site surveys are conducted in order to ensure that the venue adheres to all the requirements of the clients brief. When conducting such a form, the person doing so should consider many different things. These checks can be broken up into five parts: legal, logistics, dimensions, technical and security. The planner should first obtain the contact details of the site manager, to be able to discuss details further in the future. 
Doing the legal checks is important, as if something restricts what the client has envisioned it may not be the ideal venue for the event. The first legal check would be to enquire about the rules which govern the site facilities, meaning, finding out rules which might restrict putting up certain decorations, or equipment, and even asking about the bar opening hours. Secondly, the liability insurance should be checked, meaning, finding out what is covered under the sites insurance and what won’t be. The final check is to do with the vendor contracts requirements. The venue might ask for certain vendors to be used, or if other vendors are to be used, for them to be given a list of them with contact details. These should be discussed as they will be detailed in the contract between the client and the venue. Not doing the correct legal checks could mean the client won’t get what they expected, and will impact the event. 
The next set of checks are to do with the logistics, focusing on the accessibility of items to be delivered to the venue. Enquiring about the loading dock procedure gives the planner an understanding of how items for the event will be dealt with, and ensure that they can be delivered safely. This step should include finding out about any time restrictions for use of the dock area, and the dimensions. This will allow the planner to start organising provisions for larger items, if required. 
Most importantly, the person conducting the survey should do a physical inspection of the site, taking care to measure doorways, and elevators as these may be needed in order to transport goods in and out of the venue. A floor plan of the site will also be requested so the planner can determine the best routes in and out of the venue for guests and vendors. It is also important to highlight where fire exits are, in case of emergency. 
Technical checks should be made in order to ensure that any outside resources can be used in the venue. This means being aware of where power sources are, and understanding the safe power distribution path. The planner should be aware of how to operate the lighting to adjust as necessary and test telecommunications prior to the event, to ensure that they will work successfully, without hold-up.
The final thing to enquire about should be the security of the venue, and a schedule of security personnel on the premise. This gives the planner an idea of whether other security will need to be employed to assist the event. It is also wise at this stage to ask about the security of the docking areas, and any vehicles left on the site during the event. 
When conducting checks and enquiring details it is important for the person doing so to record as much information as they possibly can to avoid having to return to the venue on multiple occasions. 
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