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1. i)	Explain the duties and responsibilities of an Event Planner/Coordinator.
	The Event planner is an individual that is in charge of different kinds of meetings and 	events. He/she plans everything .An event planner job description entails organizing an 	event from its beginning to the ending. It involves meeting and working hand-in-hand 	with clients to work out and fully understand the necessary details of the event. The 	event planner meets with the client before the actual planning of the project starts to 	find out and understand how exactly they want their event to be, so as to be able to 	carry out his/ her duties in line with the taste of the client.
		His/her role entails planning with the event owner, searching for appropriate and 	suitable venues for the event, and making necessary arrangements for entertainment 	and refreshment (food or snacks).
To well plan and organize a function with the aim of meeting or achieving specific objectives of the person who has asked for the event. Getting the job done above expectations!  

ii) Outline the main tasks involved in event planning.
These include:  Undertaking research activities  Creating a unique design for the event 
 Selecting an ideal site and venue  Catering arrangements  Making arrangements for transportation  Creating invitation cards and dispatching them to guests  Coordinating and supervising workers  Making proviso for accommodation  Evaluation of the event 
	
iii) The five ‘Ws’ in Event Creation and what is their importance: 
why, who, when, where and what.  
You need to know why the event is taking place; 
who is putting on the event and who will be attending/audience and numbers; 
when is the event - outdoors/indoors/seasonal/other events around that time; 
where is the most suitable location – need access to transportation etc; 
what ideas or concepts will best serve the purpose of the event to either attract customers or make it a time to remember.

iv) How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?  
The venue sales manager is expected to provide guidelines to the planner wishing to secure the venue to host an event. 
When making arrangements with the venue owners, it is vital to ascertain the extent to which promotional activities might be carried out at the venue in terms of: 
a.  Provision for displaying banners, signage and directional signs 
b.  Information on restrictions concerning display of event information 
c.  The availability of doorkeeper or information desks 
d.  On-site business centre and office services 
e.  Shipping and receiving services 
f.  The availability of telephones in meeting rooms 
Also to evaluate a venue you should:
i. view the facility
ii. inquire about audio/visual /sound equipment/IT equipment/internet etc
iii. catering – provided by facility or other
iv. budget – for all costs
v. Date for holding event and other functions that might class
vi. staffing – who is doing what
vii. safety – who in charge if medical assistance required
viii. accessibility to building for disabled guests and caters (if necessary)
accessibility for transportation and accommodation
ix. cleaning up – during event and after

v) 30-45 minutes should be allowed for ‘refreshment’ break

2. “An event planner is a person with appropriate skills for making timey decisions.”  Discuss this.
Without making timely decisions i.e. when is the beverages going to arrive/where will they be placed - the event will have hiccups and will not run effectively which would put pressure on the event planner and stress on those who are involved. The event planner always needs to be a 
step ahead in order for timely decisions to be made and quick resolutions if there is a delay.

3. ‘Benefits of successful and safe events’
In any event a contingency plan should always be in place as you do not know what would happen if i.e. a supplier did not turn up with goods.  Also have an event management plan to guide the unfolding of the event. 
The benefits of having such a plan include: 
Event management involves identifying the target audience, formulating the event concept, planning the overall logistics of the event and conducting project management of the event as a whole. This might include managing the teams of people responsible for each function, the budget, and overseeing the execution of the event. Efficient movement of people and equipment  Reduction to the likelihood of issues or crises; there will be less cost resulting from security, repairs and cleaning activities  The ability to swiftly respond to unexpected occurrences, which will help maintain a secure environment  Securing long-term support from clients, staff and stakeholders  Corporate and community stakeholders will have confidence in the planners and endorse more sponsorship deals for them  Reduction in liability arising from accidents, injuries and related insurance costs.

4. Case Study – sequence of events for meeting:
i. Carefully interviewing client to establish his goals, objectives, and budget
ii. Acquisition of permits       
iii. Catering
iv. Decorating
v. Budgeting    
vi. Monitoring the Event
