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Assessment 2

1. Short questions (10 marks)

I. How is the opening ceremony for an event different from the rest of the event and why?
According to the Types of Event Handout (2014), opening ceremonies can be seen as fun, even if the meeting itself is business focussed and they “usually involve some sort of entertainment” (Types of Event Handout, 2014, p.11).  Opening ceremonies can differ from the rest of the event as they could be described as “festive events and the tone of the rest of the meeting may be more solemn” (Types of Event Handout, 2014, p.11).
Another difference between the opening ceremony and the rest of the event is the guest list (Types of Event Handout, 2014).  It may be that more people are invited to the opening ceremony.  The Types of Event Handout (2014) suggests that some people may only be attending the opening ceremony and not the rest of the event, such as the media.
Depending on the type of event, it may be that the opening ceremony is held at a different location/venue to the main event (Types of Event Handout, 2014).  This may be a “fun venue nearby” (Types of Event Handout, 2014 p.11).


II. Why is it important to have defined a vision before planning a meeting?
A vision can be seen as “determining the purpose, message or impression that the sponsoring organisation wants to communicate” (Types of Event Handout, 2014, p.8).  Having a defined vision is important before planning a meeting as it allows planners to “focus on how meetings affect the goals of their organisations” (Types of Event Handout, 2014, p.8).  The content of the meeting needs to “present the organisation’s information in the most effective way” (Types of Event Handout, 2014, p.9), demonstrating the importance of having defined a vision before the planning of the meeting.
Event Scotland (2014, p.5) states that by defining the vision “you will be able to more clearly communicate to others what you hope to achieve, thus providing focus and direction for everyone involved”.

III. List the main tasks which a wedding planner is required to perform.
“The wedding planner ensures that everything goes exactly as planned right from the initial stage to the closing stage” (Types of Event Handout, 2014, p.18).  
In order to ensure that everything does go as planned, there are a number of tasks a wedding planner needs to perform.  The Types of Event Handout (2014) outlines the tasks before the event as being:  sourcing the venue and then setting it up for the ceremony and reception including decorating, seating and refreshments, supporting with budget preparation, working with the client to choose the wedding colours and themes, helping to choose the dresses, assisting with the preparation of speeches and vows, preparation of the itinerary, arranging the rehearsal, handling any accommodation requirements, and planning of the honeymoon.  Other tasks the Types of Event Handout (2014) suggests, which would take place on the day of the event itself, include solving emergencies, making sure that the wedding party are in the right places at the right times, managing the reception timeline, and dealing with any issues with guests including wedding crashers.  The Types of Event Handout (2014) outlines further tasks to be completed, which would be after the event, as: ensuring the venue is left clean so that the client receives their deposit back, ensuring wedding gifts are safely returned to the client, and returning any borrowed items including rentals. 


IV. Explain the importance of good security measures when planning an event.
There are a number of reasons why good security measures are important at events, especially events involving celebrities, politicians and children (Types of Event Handout, 2014).  Security enables the safeguarding of attendees to help deter “pickpockets, scam artists, and thieves” (Types of Event Handout, 2014, p.26).  Security is also essential in any event where there is the movement of money through the venue (Types of Event Handout, 2014).
The Types of Event Handout (2014, p.27) states that “most guests will appreciate the presence of security at an event when entering a strange parking garage or finding themselves among people who’ve had a bit to drink”, although it also continues to say that it is more about security being visible and “serves its purposes best when it is not needed” (Types of Event Handout, 2014, p.27).
Security is also seen to be important to providing “observational coverage to the event floor as well as being adequate to handle crowd situations” (Types of Event Handout, 2014, p.27).
Overall, having security measures in place at an event allows for the event to run more smoothly and efficiently, as it allows guests to feel safer and therefore fully enjoy the event.


V. Outline the important factors which must be considered when planning a conference.
According to the Types of Event Handout (2014, p.3), conferences are described as “the most important events that professional event planners organise”.
The Types of Event Handout (2014) highlights two significant questions when planning a conference, these being: what the purpose of the conference is and how that will be achieved.
The Types of Event Handout (2014, p.3/4) describes the “conference planning essentials” as being: “venue/facilities”, “location”, and “capacity”.
It can be suggested that that the location and capacity should be considered and decided upon before looking for the right venue (Types of Event Handout, 2014).  The Types of Event Handout (2014, p.3) states that “preparing a check list for the conference facilities and requirements helps narrow down the search for appropriate venues for the conference”.  Considerations when choosing a location include: how far the attendees are travelling, how they are arriving such as flying or by car, and whether the conference should be nearer or further away from the workplace (Types of Event Handout, 2014).  
The Types of Event Handout (2014) states the capacity considerations to include that “the venue can provide enough space for the number attending the conference and the room layout is appropriate for the conference purpose” (Types of Event Handout, 2014, p.4)
According to the Types of Event Handout (2014, p.4), other key considerations when planning a conference are “facilities” (for the presenters and attendees) and “accommodation” (how close the accommodation is to the conference and how attendees are roomed).


2. ‘Wedding Planning and special party celebrations have something in common’.  Discuss. (5 marks)
Special party celebrations can be categorised by “celebrations, commemorations, charitable and promotional affairs” (Types of Event Handout, 2014, p.20) and “many event planners specialise in one or two type of events” (Types of Event Handout, 2014, p.19).  There are arguments to suggest that wedding planning and special party celebration planning have commonalities.  The Types of Event Handout (2014, p.20) states that “special party planners or coordinators have a number of duties to perform some of them are similar to those of a wedding planner” and continues to suggest that as a result wedding planners can also work as special party planners (Types of Event Handout, 2014, p.20).  As well as this, the Types of Event Handout (2014) outlines that weddings and special parties sit within the private events subcategory of social events, therefore suggesting that they have something in common.
As well as having similar duties to perform, another common theme between wedding planning and special party celebrations is the skills required to plan these events.  The Overview of Event Management Handout (2014) lists a number of skills required to be an Event Planner, such as managing budgets, communication skills, ability to negotiate, and problem solving.  All of these will be crucial skills to be able to plan a wedding and a special party celebration.
The Types of Event Handout (2014, p.22-28) describes the “event planning essentials” as being: “flowers”, “decoration”, “sound”, “event photos”, “catering”, “floor plan”, “invitations”, “event security”, and “parking”.  All of these could be relevant to either a special party or a wedding, again highlighting the similarities between the two types of events. 
On the other hand, it can be suggested that wedding planning and special party celebrations are different.  Wedding planning is very specific to only that type of event, with duties suggested by the Types of Event Handout (2014) including helping to choose the dresses, supporting with the vows, and arranging the honeymoon being very specific to a wedding.  However, the Types of Event Handout (2014, p.20) lists a number of events that a special party planner could organise, such as “graduations”, “birthday parties”, “family reunions”, and “fund raising”, amongst others.  Even though the Types of Event Handout (2014) suggests that event planners may only specialise in one or two of these types of events, the duties remain similar and implies that special party planning is much more general.
According to the Types of Event Handout (2014), wedding planners run the rehearsal prior to the main event and also arrange the honeymoon for after the main event, suggesting that there are different aspects to a wedding event that a special party event is unlikely to have.  The different phases to the wedding planner’s duties means it can be seen as different from planning a special party celebration.
From these points discussed, it appears that although there are some differences between wedding planning and special party celebrations, there appears to be more evidence to suggest that wedding planning and special party celebrations have a number of things in common.


3. Outline the main sectors for event planning.  Provide one example of event which falls within each sector. How the planning requirements differ for different type of events? (5 marks)
The Types of Event Handout (2014, p.1) outlines the main sectors of event planning as being “corporate events” and “social events”.  
“A corporate event planner plans, coordinates, and manages a corporate event” (Types of Event Handout, 2014, p.2).  One example of a corporate event is a seminar (Types of Events Handout, 2014).  According to the Types of Event Handout (2014, p.7) “planning for a seminar should begin several months in advance”.  The Types of Event Handout (2014) outlines the key considerations as: choosing a date that doesn’t clash with other professional meetings, selecting an appropriate site with all the right requirements, and choosing the meal and banqueting needs.
Social events can be split into two different subcategories: “leisure events” and “private events” (Types of Event Handout, 2014, p.1)
One example of a leisure event is a concert (Types of Event Handout, 2014).  “Concerts are usually public events, and as such, they present a whole different level of challenges in planning and preparation” (Types of Event Handout, 2014, p.15).  “There are fundamental questions which guide the planning process and help assure an enjoyable event” (Types of Event Handout, 2014, p.15).  The key considerations for planning a concert are: choosing the right location, considering the type of audience, planning the budget, providing guest musicians with useful and relevant information and taking advantage of publicity (Types of Event Handout, 2014).
An example of a private event would be a wedding (Types of Event Handout, 2014). An advantage of using a wedding planner is that they are able to use their contacts and skills to enable the couple getting married to save “valuable time and money” (Types of Event Handout, 2014, p.18).  Wedding planners have a number of duties they perform, from the planning weeks in advance, such as sourcing the venue and supporting with the budget, to duties on the day and the clean-up and returning of items after the event (Types of Event Handout, 2014).  
Although some of the tasks involved in each type of event may be similar, the ways the events need to be approached and the considerations may be very different.  For example, sourcing a venue/location would be part of the planning requirements for a seminar, concert and wedding, however, as described, for a concert the “auditory, power, and setup requirements” (Types of Event Handout, 2014, p.15) will be high on the considerations for the location/venue, whereas for a wedding, the “ceremony and receptions spaces” (Types of Event Handout, 2014, p.19), such as seating will be high on the list when sourcing a venue.
Another differing planning requirement is the guest speakers.  At a wedding it may be assisting with the Groom and Best Man speeches, whereas a seminar it may be a “keynote speaker” (Types of Event Handout, 2014, p.7) and a concert could be the musicians (Types of Event Handout, 2014).  Their purpose is very different and planning requirements will have to meet their needs.
As well as the guests, the audiences will vary for each type of event.  For seminars, the Types of Event Handout (2014) suggests that an audience profile is developed before marketing.  The Types of Event Handout (2014) states that when planning a concert, the audience’s needs should be considered carefully depending on the type of concert taking place and based on the audience, there may need to have additional needs met, such as security or support for the elderly. 
The above points highlight the need to consider the individual needs and purpose of each event.  Although there are key things to address for every event planning, such as considering the 5 W’s of event creation - “Why? Who? When? Where? and What?” (Overview of Event Management Handout, 2014, p.5), there are also specific and additional planning needs for each type of event.


Case Study (10 marks)

Fiona and Jason have 15 weeks to plan their wedding. They have already booked the ceremony and reception venue and now approached George, a professional wedding planner to coordinate everything else.  George wants to have a meeting with them to collect information about the participants, their budget, décor, refreshments, etc.

a) List some questions which George will ask them in the meeting?
From the Wedding Planner’s duties listed in the Types of Event Handout (2014), the following questions would be essential for George to ask in his meeting to enable him to successfully plan Fiona and Jason’s wedding.
· What is their budget?
George will be able to support Fiona and George with the preparation of this.
· What are their ideas on themes, colours and decorations?
George will be able to help them to choose the themes, colours, and decorations but he will first need to understand their thoughts and ideas.
· How many guests do they intend on inviting?
The number of guests will impact on the invitations, seating arrangements and catering.
· What are their thoughts on catering?
The Types of Event Handout (2014, p.18) states that wedding planners are experienced in “negotiating contracts with caterers” as well as other suppliers, which means that although George will be able to arrange this, he will need to understand Fiona and Jason’s ideas on the food and catering first.
· What are their ideas and budget for their honeymoon?
According to Types of Event (2014), part of a wedding planner’s role is to plan the honeymoon, therefore George will need to understand how much they are willing to spend on their honeymoon and also understand the kind of honeymoon they are looking for, such as hot or cooler weather, a beach or activity holiday etc.

As Fiona and Jason have already booked the ceremony and reception venue, George will also need to establish where these have been booked and the date in which they have booked them.  George may wish to ask questions to understand them better as people, as this may support in creating the right atmosphere and providing ideas for their wedding day.  George may also be trying to ask as many questions as possible in this meeting, as the wedding is 15 weeks away.  For longer times to plan the wedding, it may be that he arranges later meetings to discuss less urgent tasks.

The Overview of Event Management (2014, p.5) describes the 5 W’s of event creation as being: “Why? Who? When? Where? and What?”  Although perhaps not specifically related to wedding planning, they are still questions needed to be answered to ensure the smooth running of the event.  The answers to the 5 W’s can either be found by answering George’s questions outlined above or in the information Fiona and Jason have already provided in the booking of the ceremony and reception and therefore also having set the date.


b) List some of the tasks in which George can help them now?
The Types of Event Handout (2014) states a number of duties a wedding planner performs when conducting a wedding party.  Fiona and Jason had already booked the ceremony and reception venue before approaching George, so this is not something that George will need to arrange.  However, there are a number of other tasks that George can be helping Fiona and Jason with now.  The Types of Event Handout (2014) describes the types of duties as being: preparing and analysing the budget, supporting with choosing the colours, themes and wedding styles, helping to choose the dresses, implementing themes and décor, arranging the ceremony and reception spaces, such as seating and refreshments, supporting in the preparation of the speeches and vows, planning the itinerary, arranging the rehearsal, organising the reception timeline, arranging accommodation for guests travelling a long way and also planning the hotel arrangements for after the wedding, and planning Fiona and Jason’s honeymoon.   The Types of Event Handout (2014) also outlines other duties a wedding planner would perform but these are more specific to the day itself and after the event and would not be something that George would need to be concerned with at this stage.


c) Which benefits will they get by hiring George for planning their wedding?
There are a number of benefits to hiring a wedding planner rather than organising the wedding yourself.  George is likely to be experienced in “negotiating contracts with caterers, florists, photographers, and other suppliers” (Types of Event Handout, 2014, p.18) and will be able to “take advantage of discounts not available to private parties” (Types of Event Handout, 2014, p.18).  
The Types of Event Handout (2014) suggests that George will be able to ensure that everything goes to plan through the 15 weeks of planning and on the day itself.  This means that Fiona and Jason will not have the stress or worry of planning their wedding and also do not need to be concerned with the smooth running on the day of the wedding.
According to the Types of Event Handout (2014) George will be involved in choosing the wedding vendors, ensuring everything stays within budget and will coordinate “what is happening, when it is happening, who is doing it” (Types of Event Handout, 2014, p.18).
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