Assignment  for  Melody  Rinashe.

1. The  duties  and  responsibilities  of  an Events  planner  are :  To  determine  the  purpose  of  the  event,  establish  time  and  location  suitable  to  host  the  event,  come  up  with  a  budget  for  the  event,  look  for  services,  organise  logistics,  make  and  deliver  invitations,  set  up  the  event,  keep  guests  intertained  and  satisfied  with  food  and  refreshments,  keep  the  programme  on  schedule  and  ensure  smooth  running  of  the  event.

2. The  main  tasks  involved  in  Event  planning  are:  researching  towards  creating  the  concept  of  the  event,  designing  the  event,  identifying  a  location  to  host  the  event,  seeking  catering  services,   organising  transport,  creating  and  distributing  invitations  to  the  target  audience,  supervising  service  providers  and  workers,  finding  and  organising  accommodation.

3.The  five  Ws  of  Event  planning  are:

Why  do  you  want  to  host  the  event?
Who  do  you  want  to  invite?
When  do  you  want  to  host  the  event?
Where do you  want  to host the event?
What  concept  do  you  have  for  then event?

[bookmark: _GoBack]4. The  importance  of  identifying  other  events  that  may  compete  with  your  events  is  that  you avoid  conflict  with  authorities  for  instance  you  avoid  hosting  on  a  day  when  there  is  a  national  event.  You  avoid  loosing  target  audience  to  other  functions,  you  avoid  incurring  unnecessary  losses  by  planning  for  none  attending  guests,  you  avoid  missing  media  attention  to  more  important  events.  You  stand  a  chance  of  getting  all  expected  guests  attending  and  it  increases  your  chances  of  succeeding  in  the  business.
