
An Introduction to Event Planning
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ASSESSMENT # 1
Total Marks: 30

1. Short Questions: (10)

i. Explain the duties and responsibilities of an Event planner/coordinator.
ii. Outline the main tasks involved in event planning.
iii. What are the five Ws in Event Creation and what is their importance when planning an event?
iv. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?
v. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow…?
a) 30 minutes
b) 60 minutes
c) 30-45 minutes
2. “An event planner is a person with appropriate skills for making timely decisions.” Discuss this. (6)
3. Write a short note on “the benefits of successful and safe events.” (6)

Case Study: (8)

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
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Assessment one. 

1i. the duties and responsibilities of an event planner/coordinator are to organise, set up, carry through and clear an event from the first starting process to the end of the event. There are two markets for event planners, these are the corporate market which includes companies, charities and non-governmental firms; also social events for birthdays, weddings, reunions and parties, etc.
1ii. The main tasks involved in event planning are undertaking research activities, creating unique designs for events, selecting ideal sites and venues, catering arrangements, making arrangements for transportation, creating unique invitation cards and dispatching them to guests, coordinating and supervising workers, making provision for accommodation and evaluating the event. 
1iii. The five W’s in Event creation are why, who, when, where and what. 
Why we are putting on the event? Is an important question to discover the purpose for that event. 
Who do we want to come to the event? Is gaining knowledge of the target audience for who will attend the event. 
When is the best time to have the event? In order for it not to collide with other events. 
Where is the best place to have the event? The most suitable and convenient venue should be chosen to facilitate the event for easy access and to create an enjoyable atmosphere.
What concept or idea will best serve the purposes of the event? This is an ideal situation to ‘brainstorm ideas’ and bring together ‘brainstorming sessions’ 
1iv. The event planner need to evaluate the venue to make sure it best serves the event’s requirements, some specification which can guide the event planner is does the venue have the specific space requirements for that particular event?, the size of the room(s), the arrangement of chairs, the location for toilets, sound systems, and the stage, etc.; where to put signs to direct people to specific locations throughout the venue, how would rooms be accessed; at all times or at specific times only?, also providing information about the rules for using facilities at the venue.   
The event planner can also evaluate each venue through finding out the extent of promotional activities that can be carried out by the venue, the provision for displaying banners, signage and directional signs, information on restrictions concerning display of event information, the availability of concierge or information desks, on-site business centre and office services, shipping and receiving services and the availability of telephones in meeting rooms. Also visiting the venue, inquiring about audio/visual equipment, and exploring all catering options available to them. 
1v. when arranging for a refreshment break for 1,000 people an event planner should allow 30 minutes for that break per 1,000 people, up to 60 minutes for lunch and 30-45 minutes for the people respectively. 
2. “An event planner is a person with appropriate skills for making timely decisions.” They are a port of call for the customers, they set up, over-see and clean up the venue making decisions on staffing, stock and evaluating the event as it goes along. Some skills that they require are the ability to work in a team or independently, interpersonal and social skills, analytical ability, communication skills, high organisational skills, good time management, ability to work to deadlines, able to pay attention to details, have an understanding of government regulations, political, social and economic issues. To have high computer literacy, an understanding of project management software, negotiating skills, ability to deal with pressure situations, problem solving skills, creativity and marketing and public relations. 
3. The benefits of successful and safe events are to have a plan and a contingency plan in case of issues which may arise. The benefits of having a plan is the efficient movement of people and equipment, reduction to the likelihood of issues or crises, the ability to swiftly respond to unexpected occurrences which is good for maintain a secured environment, securing long term support from clients, staff and stakeholder. The corporate and community stakeholders will have confidence in the planners and endorse more sponsorship deals for them, also the reduction in liability arising from accidents and injuries and related insurance costs. 
Case Study. 
The working procedure for A dams event. 
l. carefully interviewing client to establish his goals, objectives and Budget.
k. Budgeting 
 h. Food and catering arrangements 
g. acquisition of permits 
j. Decorating 
i. Monitoring the event 
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