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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:

Unit 1: Introduction to Event Planning.
1.
i. The duties and responsibilities of an event planner/coordinator are to plan, organize and implement the events and the specifics as per the client’s requirements, within their budget and to the required timescale. It is also their responsibility to adhere to the government regulations, policies and procedures, as well as working towards boosting the local economy and not affecting current social issues within the community. Delegation and supervising workers is also a large part of an event planner’s duties.
ii. The main tasks that are involved in planning an event can include such things as looking into venue availabilities, researching catering options, designing the interior and/or exterior of the venue, managing workers and job delegation, designing, creating and sending invitations out appropriately which are unique to the event. Prior research and planning ideas for the theme of the event may be requested. An event planner could also be asked to obtain accommodation information and book the required accommodation and transport to and from the event as necessary. Lastly he/she needs to evaluate the event to make sure it has gone according to plan and to negate any possible mistakes. This also helps to reflect on your own work and learn from any difficulties.
iii. The 5 W’s used to create an event include; Why the event is taking place (this is used to find the purpose of the event.), Where is the best place to hold the event? (an important factor in event planning as this helps to create the right atmosphere and also enables easy access, it also helps to make sure that the venue is correct for the purpose.), When is best to organize the event for (this is an important part of the planning procedure as it prevents obstructing other events), Who do the clients want to be present (the target audience is one of the most important things to establish as this gives you the foundation of the entire marketing plan) and  also what concept will be best to benefit the events purpose (this is best done through a series of brainstorming and discussions with those involved in the planning which will in turn help to discover the best was to implement the desired event.)
iv. When looking to book a venue for an event, an event manager will need to evaluate the venue, this is attained through a discussion with the venue’s manager and/or owner with regards to any restrictions regarding promotional activities. Information which will need to be collated during this discussion includes; the availability of a concierge, on site office services, a business center or information desks, if there are any restrictions on displaying the event details, whether there are any telephones available in the meeting rooms and also the details of ingoing and outgoing shipment services within the venue.
v. An event planner should allow 30 minutes when arranging a refreshment break for 1000 people to enable enough time for them to relax and socialize.

2. It is essential for someone wanting to have a career in event planning/coordinating to have a certain set of skills in order for them to make appropriate timely decisions. In order to be able to make these decisions in a good timely manner the event planner must have excellent communication skills to make sure that everything that is needed for the event has been clearly and concisely relayed to the relevant people and to make sure that the client and the event manager, as well as others working to make the event work, are all reading from the same page. They must also have analytic skills and problem solving skills to enable them to look at all possible outcomes incase a problem should arise and means the event planner will have the ability to solve the issue before it becomes too much of a problem, which in turn will save money and time, for this they will also need the ability to work well alone and as part of a team as well as working well under pressure to a given timescale. This means they will need to be extremely organized and have excellent management of time. It is important that the event planner has confidence in themselves and their decision making skills to ensure they don’t make quick, rash decisions but also to make sure they don’t take too much time second guessing their decisions as this will cause time delays, it could mean larger costs, lack of support from clients, stake holders, organizations and vendors alike as well as coworkers and will also look unprofessional causing distress to the client and many opportunities could be lost.

3. There are many benefits from holding successful and safe events. Such as, corporations and company stakeholders will be more likely to show their ongoing support and their confidence will be boosted by this which could enable future sponsorship deals and events to plan. This ongoing support and growing confidence will also be seen in clients and in staff members which again gives a great review, allows for advertising through word of mouth and may also bring you future custom in the events industry. Having a contingency plan or plan B enables the events planner to plan in advance any possible problems which may arise during the event, this will in turn help to reduce the likelihood of these problems arising and also means that if these problems do occur there will be a plan in place to rectify the issue quickly and sufficiently. This will also reduce the cost of security, cleaning and repairs and can reduce accidents and injuries leading to liability issues. Planning ahead also means that it will be easier to delegate duties and responsibilities to others, as well as movement of their duties and equipment.

Case Study:
If Adam gets the project he should firstly carefully interview the client to establish his goals, objectives and budget, he should then look into budgeting. After this the acquisition of permits. Once this has been done he should look into food and catering arrangements and decorating. Then he must monitor the event.
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