Assessment 1
1. Short questions:

i. Explain the duties and responsibilities of an event planner/coordinator.
An event planner/coordinator controls an event from the start to finish. The event planner/coordinator and customer will firstly agree on a budget for the event. They will then work out the event details such as; the location of where the event will take place, the food and drink for the event, the entertainment, the staff and the clean up after the event. 
ii. Outline the main tasks involved in event planning.
An event planner/coordinator may manage these tasks; 
Undertaking research activities is a good way of finding out information. Research is needed in every area, from caters to meeting materials. 
Creating a unique design for the event will help to make the event stand out. The event planner/coordinator will have a budget in mind to work towards to ensure the event is perfect for the customer. 
Selecting an ideal site or venue is very important for event planning, depending on the event for example; a wedding would need a large space, a memorial would be in a church or church hall and a festival in a large outside space or area. 
Catering arrangements is good for an event planner/coordinator to identify special requirements. The event planner/coordinator would ask the customer for a list of numbers they are expecting to attend the event so they have a number to work towards for food, they will also ask for dietary requirements.
Making arrangements for transport for before and after the event ensuring everyone who attends is able to get home.
Creating unique invitation cards and dispatching them to the guests ensuring all the guests know when and where the event is.
Coordinating and supervising workers to ensure there is enough staff for the event from pot washers to waiting on and bar staff.
Making provision for accommodation is for guests who have travelled far or for those who haven’t driven. Finding the local hotels with the best price and creating a list for people to choose from.
Evaluation of the event is good for looking at all the details and information about the event to ensure everything runs smoothly.
iii. What are the five w’s in event creation and what is their importance when planning an event.
Why are we putting on the event? 
This is the first question you need to know when planning an event. The event planner/coordinator needs to know the purpose for the event for example; a birthday, wedding, festival or a graduation ceremony.
Who do we want to come to the event?
Knowing the target audience for the event will determine the marketing plan for the lead up to the event and the event.
When is the best time to stage the event?
This is very important to determine to avoid conflicts with any other events going on at the same time.
Where is the best place for the event?
The most sensible venue for the event is important to ensure all facilities are suitable and to create an enjoyable atmosphere.
What concept or idea will best serve the purpose for the event?
It is recommended for the event planner to sit down with the customer to determine the purpose for the event and weither there is an end goal for the event. It is best to voice out/brainstorm ideas to make sure the event is perfect and runs smoothly and to make sure the customer is happy with the end result. 
iv. How should an event planner evaluate a venue to make sure that it best serves the events requirements?
The event planner/coordinator should evaluate a venue based on the venues guidelines. Most venues have restrictions for events so it is important to get all the information you can to ensure good practice.
Provision for displaying banners, signage and directional signs need to be looked at closely with the venue owners as you may need to apply for advertisement consent to display a banner or sign bigger than 0.3 square meters on the front of, or outside the property. 
Dependant on the event, the event planner/coordinator will need to know the availability of a concierge or information desks. A concierge will be there to help with various tasks for example; transport services, booking hotels and restaurant services. Information desks are there for people to find out information if they need to, information desks are there for events such as; festivals, conferences and job fairs. 
Onsite office services and business centres will need to be looked at closely with the event planner/coordinator to ensure there is enough space for the event the are planning. The number of people/type of event will determine weither they need office space and business centres and how big they need to be.
The event planner/coordinator will need to evaluate shipping and receiving services for the event, this is because the event planner/coordinator will need to get items delivered to the event location prior to the event for example; chairs and tables for the event if the venue can’t provide them, food and drink items and entertainment systems. 
v. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow..?
1. 30 Minutes
2. 60 Minutes
3. 30-45 Minutes
The time for a refreshment break for a group of 1,000 people is 30 minutes.
2. “An event planner is a person with appropriate skills for making timely decisions” discuss this.
An event planner will have a time scale to work towards in planning n event, from the start to finish. The ability to work to deadlines is important because going past deadlines would look unprofessional on the event planner and the company. Setting tasks and creating a schedule will ensure everything for the event is planned and book for the right time. Spreading the tasks out between the event planner and the other members of the team will help to get through the tasks quicker. 
3. Write a short note on “the benefits of successful and safe events”.
The best thing for hosting a successful event is to plan and to have ab event management plan to show how the event should unfold.  The benefits if having a management plan will include:
Efficient movement of people and equipment- ensuring there is enough space for the event, this will be decided from the capacity of people at the venue. Risk assessments will be made for the venue and the event. Layout Is particularly important if you need to maximise the audience potential. 
Reduction to the likelihood of issues or crisis; there will be less cost resulting from security, repairs and cleaning activities- the reduction of likelihood of issues or crisis will be easier to deal with/handle if plans are in place and the event was to run smoothly. 
The ability to swiftly respond to unexpected occurrences an which is good for maintaining a secured environment- Precautions can’t be put in place for unexpected occurrences because they won’t know it’s happening, risk assessments can be made to lower the risk/eliminate them to ensure the likelihood of unexpected occurrences is less likely to happen. 
Securing long term support from clients, staff and stakeholders.- Ensuring the business relationship will still be in place after the event has happened, this would be good practice as it will keep the connection there for any future business they would need. 
Corporate and community stakeholders will have confidence in the planning and endorse more sponsorship deals for them- This will help to promote your event and their business.
Reduction in liability arising from accidents and injuries and related insurance costs.-Making sure all risk assessments are made in the areas they should be done in, ensuring all slips trips and fall measures are in place to lower the risk of it happening and making sure if there are any accidents or injuries the right measures are in place to deal with the for example; first aid boxes, an onsite first aider, vehicles close by to deal with the incidents and identify the nearest hospitals. 
Case Study:
Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scedualed for the next week. If adam gets this project, what do you think would be the sequence of working proceduers? (Please rewrite the following in the correct order)
A. Acquisition of permits
B. Food and catering arrangements
C. Monitoring the event
D. Decorating
E. Budgeting
F. Carefully interviewing client to establish his goals, objectives, and budget

A.
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