                                 Event Management (Short Course)
                                       Assessment
	
Answer 1) The duties and responsibilities of an event planner/coordinator are following:
Event Planner Duties and Responsibilities: Event planners work closely with their clients to determine the purpose and scope of an event. The client establishes the time and location, and sets a budget for the planner. Working under these parameters, the event planner seeks bids from local meeting places and service providers, such as caterers. The event planner may need to contract for lodging and transportation services for guests, or arrange meetings and breakout sessions within a conference. Event planners may also select featured speakers for meetings and send announcements or invitations. The client has the final say on the location, services and features. Event planning, design and production while managing all project delivery elements within time limits Liaise with clients to identify their needs and to ensure customer satisfaction Conduct market research, gather information and negotiate contracts prior to closing any deals Provide feedback and periodic reports to stakeholders Propose ideas to improve provided services and event quality Organize facilities and manage all event’s details such as decor, catering, entertainment, transportation, location, invitee list, special guests, equipment, promotional material etc Ensure compliance with insurance, legal, health and safety obligations Specify staff requirements and coordinate their activities Cooperate with marketing and PR to promote and publicize event Proactively handle any arising issues and troubleshoot any emerging problems on the event day Conduct pre- and post – event evaluations and report on outcomes Research market, identify event opportunities and generate interest.
Event Coordinator Duties and Responsibilities: An events coordinator may handle a large variety of events, ranging from professional meetings to weddings to conventions. Event planners work for hotels, planning companies or as freelancers. Though formal education is not required for this position, being personable, having excellent communication skills and handling issues under pressure is imperative for a successful career. Coordinate details of events such as conferences, weddings, birthdays, anniversaries, charity events, surprise parties, trade shows, sales meetings, business meetings, employee appreciation events and virtual events. Calculate budgets and ensure they are adhered to.Book talent, including musicians, bands, and disc jockeys. Select chefs or catering companies to prepare food for event. Sample food and select dishes for menus. Visit venue to plan layout of seating and decorations. Schedule speakers, vendors, and participants. Coordinate and monitor event timelines and ensure deadlines are met. Initiates, coordinates and/or participates in all efforts to publicize event. Edit and design promotional materials. Prepare presentations. Develop and oversee fundraising events. Negotiate and secure event space. Secure sponsorships. Work with printer and designer to develop event invitations. Create invitee list. Send out invitations and manage RSVP list. Hire staff to manage the event, including bouncers and security personnel. Manage correspondence. Coordinate event logistics, including registration and attendee tracking, presentation and materials support and pre- and post-event evaluations. Keep inventory of backdrops, projectors, computers, and other display materials.

Answer 2) The main tasks involved in event planning are meet with clients to understand the purpose of the meeting or event. Plan the scope of the event, including time, location, program, and cost. Solicit bids from places and service providers(for example, florists or photographers).Work with the client to choose where to hold the event and whom to contract for services. Inspect places to ensure they meet the client's requirements. Coordinate event services such as rooms, transportation, and food service. Confer with on-site staff to coordinate details. Monitor event activities to ensure the client and event attendees are satisfied. Review event bills and approve payment.

Answer 3) The five W’s in event creation and there importance when planning an event are:
WHO: Who are your prospective attendees? Are there VIP attendees? What special needs might these attendees have (dietary, physical disabilities)?
WHAT: What are the objectives for this event? Do you have a draft agenda developed? Have keynote speakers been identified?
WHERE: What are your space and set-up requirements for this event? Will there be multiple locations? What location will be most conducive for the prospective attendees? Is there adequate parking?
WHY: Why are people going to attend? What will the attendee’s take-a ways be?
WHEN: When is this event being held? Are there reoccurring dates? Is this an annual event?  Is it necessary to have a back-up date?
Answering these questions will help to determine things such as the event marketing plan, costs, logistics (food, set-up, parking, etc.), and what kinds of local accommodations might be needed. The most important event planning advice we can share is this: create a timeline, stick to your budget, and stay organized. There are plenty of planning checklists and budget calculators available online to help you stay on track.

Answer 4 ) The importance of identifying other event in advance, which may directly compete with the one you are going to organize Determining the event .Defining the objectives .Identifying a target audience. Choosing an event date and time. Budgeting for an event. Choosing an event theme .Sourcing an event venue .Involving a VIP . Identifying an external host. Incorporating entertainment .Developing a marketing and communications plan. Building a guest list. Inviting and registering guests. Developing a work-back schedule .Executing the event. Evaluating key learning’s .Territorial acknowledgement.
