[bookmark: _GoBack][image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Kariori Maria

	Student Number:
	18569

	Course:
	Event Management Course (Short Course)

	Assignment NO:
	1



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:

1. An event planner is obliged to take charge of the event from the beginning to the end. In the beginning, he has to create a “to-do list” about food, time, place, guests, staff, budget etc. He has to know the goal of the event in order to be able to decide the style and the formality of the event. Knowing that, he will be able to do a thorough research in the Internet and to talk with stakeholders to guide him in order to find out the best venue and prepare the event according the requirements of the company. 
At first, he should plan the budget, hire personnel and assign them tasks. He should visit different venues and check them in terms of capacity, facilities, supplies, service and access. Having decide the place and the date he should prepare invitations and dispatch them to the guests. Then, he has to arrange the transportation and the accommodation of the guests, to choose catering and music and to develop the promotion campaign. 
During the event he has to be there checking out that everything runs smoothly and provide back-up solutions if any problem arise. In addition, he should talk with the guests and arrange the order and the time needed for speeches, if any. 
Finally, after the event he has to analyze the outcome of it, write a report and may distribute it to the press.

2. The main tasks involved in event planning are:
· Conduct a research 
· Organize a special and outstanding event 
· Select the appropriate time and place 
· Arrange catering
· Arrange transportation
· Create distinctive invitations 
· Coordinate and supervise workers
· Conduct research about accommodation
· Evaluate the success of the event

3. The five Ws in Event Creation are:
Why: It is of major importance as it has to do with the purpose of the event.  It is different to hold an event to promote a product and different to hold an event for entertainment (meet stakeholdres, annual party)
Who: It is, also, important to know everything about the guests (age, profession, interests, sex) as they are considered to be key factors to help you design the event in terms of music, decoration etc. 
When: The date and the time are of great importance. The coordinator has to choose the appropriate time and date taking into consideration national holidays, sports events and other companies’ events to avoid absences. In addition, he should be aware if there is going to be a demonstration at the same time that may affect the access to the venue.
Where: Another important factor is place. The location should be central, easily accessible and formal or informal depending on the event. What is more, the coordinator has to take into consideration the facilities (parking, toilets), the capacity and the lightning. There should be enough lighting in the park lot so the guests not to be afraid. As far as the capacity is concerned, there should be enough free space between the tables. In addition, the coordinator must have in mind that there should be space for the catering or for the stage in case of a concert. Lastly, the manager of the place is another important factor in order to take the final decision. If the manager is not cooperative and unwilling to help from the very first day, there may be problems later. 
What: The reason of holding the event is the most important. The coordinator has to know what the company wants to achieve. It is the first step, the planning stage, where research should be conducted by searching the Internet or contacting the stakeholders to guide him towards the right decisions. 

4. When organizing an event it is important not to coincide with other events. But in case this happens, the coordinator has to make the event more appealing than the other one in order to attract more guests because they may want to attend both of them. Another problem that may arise has to do with the press. The media may promote the other event and your event not get much press coverage. In addition, you may have to compete for the best venue and the plenary speakers. Lastly, another problem may not be another similar event but the possibility of a demonstration that may block the access to the venue or a live concert or a sport match which may lead to traffic jam having as a result the late arrival of the guests.
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