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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. 
	Please insert your completed assignment (in word format) here:

Duties and Responsibilities of an Event Planner/Coordinator:
· 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

Outline the main tasks involved in event Planning:
· Understanding the research activities related to events
· Creating unique design for the event
· Selecting an ideal site and venue
· Catering arrangements
· Making arrangements for logistics 
· Creating unique invitation cards and sending them to guest and invitees
· Coordinating with all the vendors and supervising workers
· Making provisions for accommodation in needed
· Evaluation of the event

What are the five W’s in the Event Creation? And what is their importance, when planning an event?
· Why: This “W” represents the overarching goal of your event. Why are you hosting it in the first place? What are you hoping to accomplish? Setting these goals up front will help you ensure that each piece of your event is tailored towards the same end purpose. For example, an event with the expressed goal of attracting new customers will be run in a different manner than one with the goal of rewarding existing customers for their devotion.
· Who: You’ll next want to ask yourself who your target audience is. Moreover: who are your dream attendees, the people you’d have sitting front row if time and circumstances permitted? Build your event with them in mind; the others will follow. This allows you to have marketing personas in mind while planning, which in turn will make the entire process feel more real and the outcome more carefully thought through.
· What: Time for the question you may have wanted to start out with: the event’s topic. What will the event cover? What messaging are you hoping to convey to your audience? While it makes sense to have an idea in mind from the beginning, your established goals and target audience are really going to drive this answer. You may have the best idea in the world for a topic, but if it’s not of interest to the audience you want to assemble, it’s not worth your time or energy at this stage.
· Where: Once you’ve established the basics of your event itself, it’s time to figure out the logistics of actually holding it. Where will the event be hosted? Will the venue be large enough to fit your desired audience…or small enough so extraneous space isn’t noticeable? Is the venue capable of meeting AV requirements (power, wifi for attendees or just presenters, microphones, etc) and do they have specific requirements when it comes to things like catering or parking? All of these details will inform whether your ‘desired’ venue is in fact the right location for the event you have in mind.
· When: The timing of an event is often dictated by the choice of venue and its availability, which is why we suggest you resolve the latter issue first. But once that’s done, it’s time to decide when you want to host your event. Key considerations: are other major events happening in the same location at the same time (think traffic, travel, reduced audiences)? Does your planned date conflict with any major national or local holidays or observances? Answers to these questions will help you pick a non-conflicting time that will allow your event to shine.
Source: https://www.localist.com/blog/answering-5-ws-event-planning/

Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organize.

Identifying other events in advance helps in 
· Scheduling the event
· Selection of Venue
· Targeting the right segment
· Conceptualizing the event 
· Meeting the needs of the event
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