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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:





             DUTIES AND RESPONSIBILITIES OF AN EVENT PLANNER/COORDINATOR
An event planner is someone who coordinates all aspects of professional meetings and events. They often choose meeting locations, arrange transportation, and coordinate other details. The main duty and responsibility of an event planner is to bring to reality the dream event of a client. However the duties of an event planner can be summarized into two phases  which include: The planning phase and The execution phase. These phases also have subdivisions. Under the planning phase we have the pre-planning duties and the post-planning duties. Under the execution phase we have the managerial duties, logistics, and budgeting. 
                                               PLANNING PHASE
Pre-planning duties 
   The event planner is required to visualize how he would like the events to unfold. He is required to first meet with clients to understand the purpose of the event, plan the scope of the event, including time, location, program, and cost (sokanu) . He considers the 5ws of event creation : 'Why' are we putting on the event?, 'Who' do we want to come to the event?, 'When' is the best time to stage the event?, 'Where' is the best place to stage the event?, 'What' concept or idea will best serve the purpose of the event?. An event planner also considers the overall budget for the event he is planning. 
Post-planning duties 
Here, the event planner is to hand over the finalised ‘product’ to the client which requires clients' signature. In the Event Management industry, the “product” includes; the plans for the event, the performance of the event, and any correspondence done after the event. It also involves taking a review of the event and recording all that concerns the event for future references.
                               EXECUTION PHASE 
Managerial duties
         This involves the assembling of an efficient team that will ensure the effective actualization of the clients dream event. The event planner will also need to apply his high organisational skill so as to avoid having inefficient people on his team. 
Logistics
         Another key duty that will ensure a successful event is having a good logistic arrangement. This has to with planning, organizing, and coordinating the movement of goods, equipments, services and people to their point of need. It is also the general requirements for the event  
Budgeting 
           The event planner is responsible for the budget given to him by the client. First, he is to estimate costs using records of budget for similar events held previously, then get clients approval of expenses beyond the budgeted amount and more importantly have some emergency funds available to take care of unexpected expenses. 

          In conclusion, the duties and responsibilities of an event planner/ coordinator is primarily to produce and create a successful event with respect to the expectations of the client. 
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