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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. 
	Please insert your completed assignment ( in word format)  here:
1. Short Questions: (15)

i. Why should an Event Planner break down the tasks into phases?
Ans:  An Event Planner should break down the tasks into phrase because it is easier to see how one phase/stage is progressing and it is easier to follow a phase at a time.  It’s like making a cake you don’t put the icing on the cake before the cake is cooled.  There is an order to follow for a cake to be ready, just like an event, breaking down the tasks is easier to follow. There should always be a contingency plan in case something goes wrong i.e. if the cake flops!

ii. What type of information - an Event Planner will record during his/her first
meeting with the client?
Ans: 
a. Ensure you have contact details i.e. email, phone, mobile of the client
b. A good idea to know a little about the client and a profile 
c. Is the client the main person to liaise with when having meetings/ will client attend meetings/who makes final decisions /who makes decisions if something is not going according to plan
d. What is the event - charity, concert, conference etc who is the audience
e. How many to expect in order to know how many staff to employ
f. What equipment is needed
g. Is catering/accommodation/parking services required
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iii. List the important factors to consider when creating a site plan.
Ans:   
 Entrance for attendees and in easy reach to transport, accommodation and parking 
Where will the stage be located – everyone needs a good view of performers
 Need power and water for stage areas, catering and toilets 
 Where will the toilets be and not where the catering team is located
 Proximity of entrance to parking and other transport facilities 
 Need to ensure catering has shade and other areas of the event 
 How will people access the entrance – is there enough lanes so not to cause concern 
 Need to identify the areas of high participant concentration where revenue-receiving facilities can be positioned (and security)
 Provision of site access for deliveries and emergencies/where will first aid be if necessary
 Waste disposal facilities needed
 Signs showing directions where necessary 

2. ”The purpose of the planning phase is to create plans to achieve goals you set for the event.” Please explain what type of plans are created for the event at this stage.
Ans: 
a. scope plan – this determines the number of guest who will be attending event and what resources are needed
b. cost plan – when the planner knows the budget he/she creates the cost plan for the event
c. staffing plan – the number of staff needed to assist with the event
d. quality plan – excellent quality of service should be provided
e. communication plan – people need to know who to contact for plans to be carried out successfully
f. risk management plan – a must if case of a potential risk
g. procurement plan – need know what goods and services will be purchased/rented.  Important to know when goods and services will be delivered!
h. schedule plan – clear schedules needed so people are clear what is happening when. Must meet the objective of each activity to ensure everything runs to smoothly
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3. “Before choosing a venue (live events), it is crucial to conduct a site survey.” Describe the main points to consider when conducting a site survey. 
Ans: It is always a good idea to visit the site several times for crucial information i.e. positives and negatives of equipment. There are so many points to consider and it is difficult to put them in order of priority:
 Need contact details of site management  
 What are the rules governing site facilities 
 Enquire about vendor contract requirements 
 Enquire about liability insurance 
 Ask for the loading dock procedure - need to assess it and conduct a physical inspection of the site 
 Need to inspect the venue to determine the ceiling height, the sight lines, and locations of fire exits 
Need to examine all points of access to the venue and the areas surrounding the venue 
 Need to measure the dock height and any ramp grades 
 Do you need ramps, a dock plate or lift trucks 
 Need to know dock hour restrictions and security 
 Find out time restrictions for trucks 
 Measure lift door dimensions and interior space to establish accessibility 
 Measure all doorways/hallways to ensure accessible 
 What is the best location of the event space? Request a map of the building’s and the best route for bringing in equipment 
 Find out about the work schedule of security personnel and ask them about access to rooms 
 Talk to the riggers about the rigging point as you will need to know this information 
 Understand the lighting controls and how to operate the lighting system 
 The safe power distribution path must be determined 
 Electronic components should be tested and additional electronics can be arranged with the appropriate people 
 Complete survey forms provided by your firm, otherwise take notes of what you observe or download a form from the internet. 
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