[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet





	Student Name:
	Christabel Adansi

	Student Number:
	23350

	Course:
	Event Management

	Assignment NO:
	02



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. 
	1. Why an Event Planner must break down the tasks into phases?  
An event planner should break down the task into phases to help him/her to be able to run through each phase thoroughly and be able to tackle every aspect of it. Once you break it down you can be able to finish on time, achieve your goals and in the long run create a successful and enjoyable event.

2. What type of information an Event planner will record during his first meeting with the  client?  
An event planner should record the information below;
· The contact detail of client. 
· The purpose or goal of the event. 
· The background of the client. 
· The event profile.
· Benefit to gain from hosting the event.
· How will the client be approached?
· Ways client will participate in meetings. 
· Identity of person who will makes final decisions. 
· Who should be chosen to approve changes to the event plan? 
· The nature or type of event.
· The type of target audience to expect. 
· The number of staff to employ for the event.

3. List the important factors to consider when creating a site plan.  
· Entrances for attendees and their proximity to transport and parking.  
· Good positioning of stage to allow for unrestricted viewing of performances.  
· Availability of power and water for stage areas, catering and toilet.
· Closeness of entrance to parking and other transport facilities.
· Provision of shade and shelter. 
· Adequate pedestrian lanes for free movement of people.
· Identification of areas of high participant concentration to position revenue receiving facilities there. 
· [bookmark: _GoBack]Provision of site access for deliveries and emergencies. 
· Positioning catering close to shaded areas. 
· Location of toilet facilities in convenient places and away from catering team.  
· Waste disposal facilities.  
· Signs showing direction.  
· Directional signage where needed. 

4. The purpose of the planning phase is to create plans to achieve goals you set for the  event.’ Please explain what type of plans are created for the event at this stage.  
There are nine plans which are created during the planning phase, below are the nine;
· Creating plans: This plan involves how much information the client has provided and assist the planner in every stage and guarantees a successful event.
· Scope plan: This involves knowing the number of guest as well as determining the resources needed.
· Cost plan: This involves coming up with an amount of money set aside for all the cost which will be incurred and creating a budget for the event.
· Staffing plan: It involves knowing skills and activities which will run throughout the day then planning of number of staff and their respective schedules
· Quality Plan: This plan provides excellent quality of service provided throughout the event. The plan also consists of a list of all conditions needed to ensure great service.
· Communication plan: This entails a clear plan highlighting who you should talk to incase of any changes during the event
· Risk management plan: This plan consists of a list of potential risks which may affect the event and a list of solutions which can reduce or eliminate the risks.
· Procurement plan: This plan entails you knowing the quantity of resources required for the event. In this plan, it outlines things to be bought or rented to get the event started, also includes dates and time of delivery of items as well as signing of contracts, selecting the right vendors and provision for closing contracts
· Schedule plan: It entails a plan to show time and location to be to meet the clients’ objectives/goals
5. ‘Before choosing a venue it is crucial to conduct a site survey’. Describe the main points  to consider when conducting a site survey.
Firstly, get in touch with the site manager and obtain his contact details. Secondly, ask questions such as; the rules governing the site, facilities, liability insurance, security, access to rooms and how the lighting controls work. Thirdly, you might want to consider doing a physical inspection and check the telecommunication of the site. Lastly, you might want to ask for a map so you know where to place everything as well as the best entrance to bring equipment’s from.
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