[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Zarena Roberts

	Student Number:
	1981

	Course:
	Certificate in Events Management Level 1

	Assignment NO:
	Assignment 2



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. 
	
1. Why an Event Planner must break down the tasks into phases? 
An event should engage, entice and entertain its attendees while still fulfilling goal set out by the company or organisation.  A thorough planning process is required in order to create and event that is powerful holds meaning and evokes memories.  Before becoming too involved in the details of the process, it is important and necessary to create a plan.
Planning is the most important part of running a successful event, and this means starting well in advance.   The best way to approach planning is to develop a detailed action plan, which should include the formulation of a schedule or action plan.   This action plan should be divided into phases or stages which would allow for the efficient management of tasks, better time management and fluidity.
The information detailed in the planning document is designed to walk the event planner through each step involved in organising an event, and can be used as a checklist.  Crucial elements of the events plan, such as fundraising/sponsorship, booking speakers, guests and advertising need to happen well in advance of the date of your event so a timeline schedule is essential. 
The action plan should include, but not be limited to the following:
Phase 1: Initiation The initial stage of the event is reserved for the Event Manager and the sales team.  This is the time of exploration, when event planners continuously ask questions regarding venue, goals, and budgets.  It is the research and information gathering phase 
Phase 2: Planning The planning phase is a very important part of events management and is used to set up a date for the event;  solidify budgets; venues, catering timelines, schedules, finalising speakers and sponsorships and setting contingency plans in place.  It is also a good idea to look at design, handle sensitivity around protocol and possibly for the events planner to step away and gather new ideas in order to achieve optimal goals.
Phase 3: Execution: It is a process that resonates through all the phases of the action plan and is not a standalone phase. This is the phase when all the project management elements should be completed, ensuring that logistics, contracts and personnel are finalized.  It is also at this stage that the production schedule should be completed and all project management elements should already be completed.  This phase involves ensuring the plan comes to fruition.  
Phase 4: Monitoring:  This phase involves all team members and is carried throughout all phases by the events manager and team members.  The objective is the monitoring and implementation of the event so that the goal is reached without any glitches. It is when all members are collectively responsible for the outcome and each task within the phases.  
Phase 5:  Controlling:  Keen observation is required throughout the event as contingency plans and problem solving may be needed.  It is the time to make adjustments, to be flexible in the light of changes or challenges.  This is one of the most important parts of any event.
Phase 5: Closing:  This is that phase in which the events manager determine whether the goals and objectives to the event have been met.  During this closing phase the client the event or finalized product is handed to the client for sign off and approval.  It is also the debriefing phase of the event, where the actual event outcome is evaluated, and closing communication takes place and payments are finalized.


2. What type of information an Event planner will record during his first meeting with the client?
The initial client meeting or briefing session takes place prior to the actual event.  This meeting can be conducted telephonically, via email or in person.  The latter is preferred.  During this briefing, which may vary depending on the whether the client is experienced at conducting events or a novice or the amount of detail being discussed?  The event planners function during this meeting is to listen, asking and answering question and take notes while the client explains the reason for the event, budgets and expected outcomes of the events.  
Writing an event brief is the first step in securing the client and also the first introduction the event planner will have to the event. Apart from the basics (dates, venue and type of event) there are key elements that should be included. Effective communication is essential in order to extract as much information from the client as possible and in order to write an effective proposals and ensuring that all work is within budget.  
During the first bring session is important to understand who the company liaison will be on this event and get the contact details. Asking the right questions you lead you to extracting the purpose of the event, who it will be aimed at and what the client hopes to achieve by hosting the event.  At this stage it is also a good idea to set up a number of follow sessions and ascertain the client’s wishes when it comes to personal involvement, in the event as well as identify individuals with sign off power at various stages of the event plan. Asking the pertinent questions, who, what, where, why and when, we are able to write a more effective events plan/proposal and ensure that we work within the clients budget and deliver a creative, highly effective event.

3. List the important factors to consider when creating a site plan. 
When planning an event one of the most important tasks is the site inspection. Examining a venue in person, will not only help determine the best space for an event, but also the advantages and limitations of what the venue has to offer.. With a thorough site inspection, planning and production teams can avoid unexpected costs, last-minute changes to layouts, and even avoid the possibility of mistakes during an event.  After the selection of the event, the event planner will be responsible for designing a venue plan taking into consideration the flow of the event, scale and landmark identifications, this will then be used to assist in communication with vendors, stakeholders, guests, artists, emergency personnel as well as staff.  The event planner may have to consider making a site map/plan accessible on its various media portals, in printable format as well as clearly at the venue, this will aide in meeting the needs of the various stakeholders involved in the supply of services and organisation of the event as well as attendees.  
A few points to consider when organising a site plan would be 
Capacity:  The space will have a set maximum occupancy limit, which dictates the total number of guests that can be in a venue at any given time. When planning an event which is  open to the public or has ticket sales involved, the max capacity of a venue is highly important. Knowing what works and what doesn't work will ensure that attendees have the best experience at the selected venue 
Permits and parking:  Do you require a permit for street activity such as closing a street or creating a lane for drop-offs, temporary place of assembly, or building a structure inside a venue. The venue will know the answer as well as how to procure such permits and as well as permit cost.  Some venues may have their own rules and permits, but is always best to ask especially if you will be serving liquor on the premises as part of the event.  Also take into consideration noise factors as this will be a factor to consider when planning a venue as it may affect the event adversely should the venue be situated in a neighbourhood or office environment.
Exclusivity of vendors:  Determining which vendors/suppliers are used by the venue or perhaps ask for a costing from those vendors.  It is always easier to work with caterers, lighting companies, designers, and other vendors who have experience working in a space can also help with permits and layouts, knowing what might work best, how spaces have been used before, and what issues might come up. 
Equipment/Technology:  Vendor exclusivity can impact the budget just as well as the availability of in house lighting, sound and audio visual, stage equipment and furniture.  It is always important to ask about rigging/structural points in raw spaces or events that require extensive lighting or projection elements.  Asking about generators to combat blackouts or power outages is always a good idea.  Internet access at events is also very important as this will allow attendees to post commentary on social media platforms and check mail.  This may not be included in the venue rental cost but asking in advance will assist in saving time and money and also ensure that attendees at the event are not forced to leave, as this could affect revenue, depending on the event type.
Storage areas or back-of-house operations: Production and planning crews need somewhere to store equipment or set up a remote office or control room. If separate rooms for back-of-house operations are not readily available, space may have to set aside to accommodate this within the main space and also take into consideration its effect on the might have on the venue layout.
Catering:  Not all venues have a dedicated kitchen of catering space, which could complicate venue set-up; knowing what is available for food preparation or catering and advising the catering company ahead of time will service the planner well as it will alleviate unforeseen cost later.
Access to Venue:  It is important to find out availability for the set up and break down of the venue and whether an additional cost will be incurred. Allocating time, and a budget, can make setting up and breaking down an event faster and more efficient. At this time it would also be advisable to check for the availability of a service or freight elevator, which can be crucial if the venue is located in a building with other tenants.
Parking:   This is not always included as part of the venue.  It is important to ensure that there is ample parking, that parking is accessible to vendors, VIP’s, that a drop off zone for taxi’s/cabs/limousines are allocated near the venue.  Depending on the event valet parking may be required as well as possibly an external emergency driving company should the event serve alcohol. 
Branding opportunities:  It is always important to call attention to location of an event and looking at available branding opportunities both inside and outside the venue is important.  Erecting signage using existing structures to advise emergency exits, toilets, catering facilities is of great importance.  Banners, flags, decals, and other signage can be placed on the exterior such as a marquee or billboard, can be branded. A venue may have access to elevator video displays, screens, and other indoor spots that can be customized as branding opportunities for an event.


4. ‘The purpose of the planning phase is to create plans to achieve goals you set for the event.’ Please explain what type of plans is created for the event at 
Planning is the most important part of running a successful event, and this means starting well in advance.   The best approach would be to develop a detailed management plan, which includes a timetable of what needs to be done and when. 
Crucial elements of the planning for the event, such as fundraising, booking performers and advertising need to happen well in advance of the date of your event so a timeline schedule is essential. 
Creating Plans:  The planning phase of an event is geared at assisting event planners and alleviating stress.  The overall goal of the event should be reviewed and a plan devised in line with the client brief and with the purpose of meeting objectives and achieving overall success
Scope Plan:  This part of the plan involves people, resources required to achieve success.  Resource needs may vary from event to event, but should always be kept within budget and should not deviate from client expectations.  
Cost Plan:  At this stage a budget should be set in place.  This is usually done in conjunction with the client and is based on the collation of quotations and creation of a cost plan.  The cost plan would include resources, equipment, contingency cost as well as sundry expenses.  Big or small, the event planner should be aware of the budget allocations as well as any constraints before finalisation as these constraints may set limits on what is delivered, and may hamper event success.
Staffing Plan Your team is your number one resource when looking at an event. The event manager should look at who they currently have on their team and evaluate whether the core team is able to ensure the strategic marketing plan can be achieved.  This team should also be capable of handling essential tasks, and will determine the number of additional or volunteer staff required to assist at the event.
Quality Plan:  This plan is designed to ensure that the event created is a success and that all aspects of the event has been successfully delivered. It shows that the project is being managed, developed and delivered in a sound way and that the deliverables are acceptable before the execution of the event. In other words, it allows for peace of mind and puts in place a checking system which will guarantee, within reason that the client gets what they ask for with little or now hiccups.
Communications Plan:  Handling your event with a good project plan ensures organisation enables strong communication, and timely completion of tasks/goals.
On announcement of the event a clear communication strategy should be in place and ready. The plan should cover the following questions
· What kind of internal communication will we need?
· What kind of external communication will we need?
· What digital assets will we need?
· What communication tools should we use?
Note the communication plan should be flexible enough to accommodate/facilitate any change in tactic or strategy.  The should also be a clear indication of who the “go to” person is as this creates consistency in communication
Risk Management Plan:  Formulate a plan identifying, identifying and solving possible risk factors which may potentially affect an event.   Throughout the event the process should be constantly managed and accessed in line with the event objective and best interest of the client.  Proper risk management will ensure control of current and future events and should be proactive rather than reactive.
Procurement Plan:  Setting a procurement plan into project helps the event manager to keep track items bought, required as well as delivery dates and action still required.  The purpose is to describe, in specific terms, what items will be procured and under what conditions. Sometimes items which must be procured for an event may need to be designed in house. In addition to this, procurement deadlines affect the event schedule and  this is where items must be listed, justified and terms must be set.  This should include any technical information and indiduals in charge of these activities should be listed/allocated to approve purchases in the absence of the Events Manager, who will work closely with the team in order to identify items to procure for the successful delivery of the project.  The procurement list will be reviewed before submitting to the various contract and buying departments.
Schedule Plan:  Schedules differ from event to event and it is the role of the events planner to plan the schedule to ensure event fluidity as well as ensure that it is inline with the client brief and live up to the expectations of attendees.  The scheduling of an event is integral to the success of an event and achieving the objectives as set out in the initial brief with the client.


5. ‘Before choosing a venue it is crucial to conduct a site survey’. Describe the main points to consider when conducting a site survey.                    
An event can make or break a business, therefore, it is  important that you have everything you need, where you need it, and when you need it. Conducting a proper site survey prior to the event is essential to the events success. 

Prior to choosing a venue for the occasion it is essential to survey the site and ensure the following.
Space:  Does the venue have the capacity to accommodate all the individuals who will attend your event? Remember to take seating arrangements into consideration. Will you run chairs around the room? Will buffet tables line the room? Will individuals actually sit at the tables? Measure the area to be sure that you will have enough space for tables, chairs, and anything else that will be set up in the room. Ensure to include plenty walking room between rows of tables/chairs, as well as elbow room between seats.  It is also important to bear in mind space for equipment storage as well as an area for a stage and projectors for presentations.  The height of the ceiling inside the venue is something that is often overlooked. Take your audio/visual experts with you; allow them to have a look at the ceiling in order to determine whether or not it will work with what you have planned in regards to lighting, projection, and sound.
Electricity:  Special arrangements may need to be made in order to accommodate equipment when it comes to electricity.  It is also important to ascertain whether the venue is able to accommodate the number of outlets required and the type of power needed to support the equipment.  
Access:  Is the venue easy to access when loading and unloading equipment, will it be easy to safely transport or move equipment.  Is there a docking station for movement of heavy equipment?  Are staff able to move through doors safely and will there be a venue representative available to allow entry to staff, caterers and suppliers when they need to access the building.  Is there parking for people attending the event in the surrounding area or onsite?  People do not want to pay any additional cost for attending an event, therefore it is important to find out whether there is free parking  available for individuals attending the event.
Internet/Telephones:  The use of internet/WIFI is important as attendees and guests will use it to build awareness for your event using social media while they are attending the event.  It is useful for creating interactive presentations involving attendees as well as remote followers.  Make sure that all service provider are easily accessible in the area of your event.
Accommodation:  Should the event be held at a hotel, will the hotel provide lodging for the guest speakers? Is there accommodation close to the venue should it not be held in a hotel, is it close to a town?  These little details will go a long way in ensuring the safe/early arrival of guest speakers and ensures that you know were your guests are at all times.
 Catering:  Some events may include catering services, it is always nice to have the event close to multiple options.  Sometimes you can find a venue complete with restaurants, and other times, your venue might be on a street with many options. Ensures that attendees have options when choosing where to dine while they are at the event.
Local Codes:  One of the most important parts of finding the perfect venues is 
ensuring that you are following local codes. Check with the Fire Marshall to see if the venue is allowed to hold the amount of guests you plan to have attend your event. It would be awful to have individuals show up and get turned away because of fire code restrictions.  Ask for a floor plan showing all emergency exits and safety zones. 
Labour Laws:  Look at labour laws and understand them as it pertains to the venue you are planning and in terms of the event.  Is the area managed by a labour union, you may have to know their practices so that you follow all the rules and factor this into your budget.  How does this affect vendors, employees or volunteers allowed on site?  Are you compliant with the laws of governance and risk for the venue and in line with the service level agreement?
 
It is easy to have a successful event at an amazing venue. A proper site survey with all of your key players is the best way to get started. Leave nothing to chance. Do your homework and produce the event that your client deserves. Check, check and check again.
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