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 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. 
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Unit Two – Types of Events
How is the opening ceremony for an event different from rest of the event?
Opening ceremonies can be attended by a wide variety of people as they tend to be fun with some source of entertainment usually at the events venue or somewhere else. These ceremonies are different from the rest of the event as most people attend the ceremony and not the event, and its also a welcome from a keynote speaker who introduces the lead up to the event whilst the rest is planned.

Why is it important to have a defined vision before planning a meeting?  
It is important to have a clear established vision before planning a meeting, so the organiser can successfully deliver the overall objects they would like to achieve by delivering them to their team without confusion, this way everyone leaves with the same vision and no mis-communication. This is important when planning a meeting as it allows the planner to have enough time to establish everyone’s roles for the event ensuring everything is covered and nothing is missing to run a successful event. 

List the main tasks that a wedding planner is required to perform.
Theme
Budget
Date
Location
Guests
Age
Menu
Invitations
Decorations
Schedule 

Explain the importance of good security measures when planning an event
The main importance of having good security measures when planning an event is allowing that inconveniences such as violence, theft and damages are prevented before they escalate. It also provides a feeling of safety for the guests, knowing that the location is secured and especially reassures the event planner that no misunderstandings will result in violence. It is important to allocate security officers before the event, so they are in control of their area and know all duties and responsibilities.  
Outline the important factors that must be considered when planning a conference
Firstly, a considerable amount of time should be set aside to establish a approach venue for the event. The location of your conference is something that should be considered with the distance from guests’ homes and how easily it is to approach the venue, for example is it near a train or bus station or does it have suitable parking spaces. The conference will be no good if you haven’t considered if all your guests can attend, the area needs to be suitable spaced for all your guests and room for the key speakers without it becoming uncomfortable. 

Outline the main sectors for event planning. Provide one example for event that falls within each sector. How the planning requirements differ for different type of events?
Event planning varies depending on what sector you’re working for, or what type of event you are hosting. For example, a corporate event is based on leisure rings such as sports events, festivals and social events are more private so can involve weddings and private events. 

 For example, when planning a corporate event factors such as conferences, conventions, venues, budget and entertainment will require a lot more attention compared to a social event. Details such as meetings and planning conference should be a huge requirement for an events planner in leisure events to ensure everyone has the same vision, as these events are big people need to understand their role. The responsibilities for a corporate event such as an festival or concert mean the focus is on conference planning and ensuring the big public event is easily accessible for its target audience, security is arranged for whichever location, and there is enough room for the presenter and facilitator attendee.

For a social event, if it’s a wedding or a private party the host will have a firm idea of how they want the event and where they want it. The focus on setting a date is massively important for corporate events for festivals and sports events however as for social events such as weddings a date would have already been decided and as an event planner would be required to support the clients and fit to their needs.

Its massively important for a corporate event one of the main focuses for the planner is the opening ceremony, as most people will attend the ceremony and leave. This will give the planner enough time to plan a way to entertain guests before the big social event and allow them to enjoy themselves.

[bookmark: _GoBack]For a corporate sports event it would be important the events planner considers the media, refreshments for the event and even sponsors to allow this event to become recognized. Allowing the venue has enough room for large vehicles is also important. However, for a social event such as a wedding, it’s important that planners are fully trained and qualified as they have a specific requirement to fulfil, ensuring their customers wedding is within budget. Wedding planners need to be personal to their client, as they will be helping plan the theme, invitations and catering. 
Corporate events are more flexible as you fit your requirements with your vision, however planning a social event, you are aiming to fit other people’s visions and a personalised service will be required. 
Case Study – 
a) List some questions that George will ask them during the meeting?
· Where is the venue for the reception and conference?
· How many guests are attending?
· What is the theme?
· How much are you willing to spend on your wedding?
· What’s the age range of your guests?

b) – List some of the tasks for which George can help with them now?
· Planning the agenda for the reception and conference
· Making sure they have security in place if needed
· Making sure they have colour arrangements that match the theme
· Making an itinerary
C – What benefits will they get by hiring George for planning their wedding?
Hiring George for their wedding planner would save them time and money, allowing someone with experience and knowledge to secure memorable items favoured for their wedding theme. Hiring George means no time or costly mistakes will be made and the planner will ensure everything goes to plan without anyone else worrying.    
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