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1. Short Questions

i	An Opening Ceremony differs from the rest of the event in that depending on the theme and aims of the event, it may be necessary to secure a second venue to hold the Opening Ceremony.  For instance, if the event is of a sporting nature, the host may opt to hold the Opening Ceremony at a nearby Convention Hall or if the range and numbers of attendees warrants it, a sports stadium may work well.  An additional venue will clearly add substantially to the costs and budgeting would have to allow for this.  

Opening Ceremonies are unique in that it is not uncommon for interested parties to attend just this element of the event and not the main event itself.  The Olympics is a good example of this.  Also for events such as this, where VIPs would be involved, family members and media from all over the world will undoubtedly attend.  This again needs to be considered when choosing the venue.

Opening Ceremonies often have an entertainment component.  This could be in the form of a pianist, harpist, choir or if appropriate, a marching band or dancers, even Pop Artists may be invited to perform at formal events, e.g. Coronation or Investiture Ceremonies.

There will be a planned Agenda for an Opening Ceremony.  The formulated programme may include a Keynote Speaker if it’s a corporate event.   This item will establish the main underlying theme for the event and much importance is attached to the delivery of this keynote address at the start of an event.   This could be an opportunity to announce good news or to unveil a new product, perhaps with demonstrations.  

A public figure may be invited to a ceremony which involves for example, ribbon cutting, opening a new building or building dedication responsibilities.  These events will need much advanced planning and advertising through e.g. social media or newspaper articles and other media presence.
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ii It is important to have a defined vision before planning a meeting because having a Vision Statement creates a buzz for the organisers and can be a real motivation for all involved in the initial phases of the organisation of a meeting.

Also, once the aims, ideas and any specific purpose for the meeting have been agreed by the organisation, this can be communicated to all potential attendees and participants.   Furthermore, the planners will need time to ascertain the effects of the meeting on the overall aims of the sponsoring organisation at an early stage.   This could be deduced by conducting a survey to gauge what participants will expect at the meeting and their preferred learning style.

Lastly, once the Vision is clarified, preparation should begin in earnest at least 6 months but preferably up to 18 months in advance.   This will allow all the necessary facilities to be secured e.g. the venue, accommodation for guests, transport arrangements, parking permits, bays and event staff plus catering and any technical facilities.

iii The main tasks that a Wedding Planner are required to perform are as follows:

A Wedding Planner will discuss a vision and then create a Masterplan and help remove the stress of organising such a special occasion away from the couple.  The Planner will provide a consultative role throughout the process and also ensure that all contracts are in order and budgets adhered to. 

A professional Wedding Planner will have a wealth of experience and a vast network of contacts and thus access to favourable terms in order to purchase the services required for a wedding which would otherwise be unavailable to the client.

Other key tasks for the Planner are:

To pick a suitable venue

Manage the themes and colour arrangements

Selection of the outfits for the wedding couple 
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Assist with the setting up of the venue ensuring the welfare of all guests has been taken into account and that all the required facilities are in place

Ensure sufficient parking is available and reserved

Preparation of speeches and rehearsals for the vows

Produce an itinerary

Book accommodation

Liaise with vendors and deal with deliveries

Assist with honeymoon plans

Employ appropriate staff, including security if needed

Ensure all gifts are kept safe and secure

Arrange the clean up of the venue after the event 

Return any rented items

iv It is vital to have good security measures in place when planning an event because prominent security presence gives clients and all attendees peace of mind.  The hosts can then focus on optimising the attendees experience of the event without having to worry about the safety of participants and valuables being compromised e.g. through damage by disgruntled guests or through opportunist thefts.  Security staff can also step in to halt any altercations before they escalate.

Planners will want to engage experienced and reputable security personnel for events so that any risks are minimised e.g. crowd control leading to injuries and also to allow any emergencies to be dealt with quickly and effectively.

The precise roles and responsibilities of any security personnel must be clarified and agreed before the event so that the event can run smoothly without disruption and the planner will check that the correct number of staff are in attendance based on the ratio of expected guests.  Staff in these roles can be hired from a variety of sources e.g. Security companies, volunteers, retired police officers.
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Having security staff on duty and in view, especially in car parks or at exits where lighting may be an issue and on hand inside the venue, will bring comfort to guests and if the event is well supported, proceeds as planned and runs without any issues, it is more likely that future events would be successful and the Planner’s professional reputation would be safe as well as that of the host.

v. There are numerous important factors which must be considered when planning a conference.  Firstly, the arrangements and planning process needs to start well in advance to ensure that everything needed (e.g. facilities) and key people are available for the date booked.

Before planning can begin, the client will need to advise what the theme and aims of the event are.  This will form the basis of the unifying message if, for instance, a Keynote Speaker is invited.    The theme will assist with the creation of the branding for the marketing materials, perhaps with the use of a special logo.  Any promotional material can be displayed on social media, in newspapers or through radio and TV promotion.  Any theme needs to be relatable and inspiring so that participants are encouraged and feel more inclined to attend.

These essential points must also be considered at the outset when planning a conference:

The Venue Location and Size – consideration must be given as to what the size the venue needs to be, what is its proximity to e.g. airports and other transport links.  Does it need to be close to the workplace?  Is there sufficient parking provision?

The Capacity of the Venue – can it hold the numbers of participants expected? Also, depending on the theme of the conference, can the venue facilitate the desired layout for chairs and tables, if needed.  There are various ways to set up for a conference, e.g. theatre style, boardroom, classroom or square.   This will be determined once the provisional numbers and agenda items are known.

The Facilities – does the proposed venue have the required facilities for both presenters and guests.   There should be audio, visual aids, flipcharts, speakers 
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and microphones.  The Planner will also check that the venue can provide catering, sufficient seating, stationery and break out rooms if needed.  Can wheelchair users access the venue?

Accommodation – if the conference is residential, will guests be able to stay at the venue or somewhere close by?  Details will be needed on room types, e.g. single/twin.

2. The main sectors for event planning are corporate and social.  Corporate events will include seminars, conferences and conventions.  Social events can be private functions like weddings or parties and leisure events such as concerts, festivals, fashion shows or sporting events for example.  



Planning requirements will differ depending on the size and nature of the event.

For all events though, one of the first points to agree will be the theme or identity and nature of the event along with what outcomes are desired.  

For corporate events and for larger social events which are generally attended by many people, there will often be a team of people involved in the organisation of an event.  



All the key decisions for corporate events will be made by the hosts but the Planner/s will bring their experience and industry knowledge and contacts to assist with the arrangements.



A conference, if the scale allows, can be arranged by an employee of the hosting company.  A corporate event is attended by staff, the public and key stakeholders and will be of a formal and structured nature with a set schedule and agenda.  Private social events are generally more relaxed and informal and the timings can be less fixed.



Corporate events will require a larger venue with adequate parking provision.  For both corporate and social events, the planning team will need to secure a venue to match the theme and expected numbers.
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Irrespective of the event type, planning should start as early as possible.  This will ensure that the date proposed does not clash with any other key events.



For a corporate event, it may be necessary to hire a well respected keynote speaker which will help draw in an audience and give gravitas to the event.  Furthermore, in line with the event, e.g. if VIPs are likely to attend, planners will want to hire a prestigious and highly rated venue.



Corporate events will have a formal agenda and, unlike smaller events, the planner will hire a team of security personnel to help with the running of the event to ensure that attendees are safe and secure.



For corporate events, planners are often keen to assess the effectiveness of both the event itself as well as the venue and all the arrangements.   Lessons can then be learned from all the feedback.   Gaining feedback is often done through an online survey or hard copy sheets provided once the event has concluded.

Sporting and fashion show events are unique because as part of the advance planning, tickets will need to be sold and management of this process is vital so that planners can ensure that sufficient staff are employed for catering and security aspects.



For large events, in particular for sport, there needs to be parking provision for large vehicles e.g. coaches, which will transport the teams to and from the venue.  Participating events can be very challenging to manage due to logistics and large numbers involved.  Any budget must include an allowance for the purchase of trophies and other prizes e.g. vouchers.  Importantly for these events, sponsors will need exposure using appropriate advertising and media forums.



For private social gatherings and also festivals, there will be a specific reason and theme for the event.  This will guide the whole planning process including the timing and choice of venue; it may require a large outside space to be sourced.  
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With this in mind, any events being held outdoors will need careful consideration.  Planners will need to deal with issues such as wet weather provision.  Furthermore unlike other events, festivals are often held over several days and arrangements can be very challenging so will need a lot of forward planning and a large team of planners and staff and probably volunteers to ensure all goes to plan.



Fashion shows are unique; they are often held in the afternoon or early evening.  Due to the nature of these events, a planner will often need to make split second and last minute decisions to ensure that everyone is happy with the outcome.  Fashion events will need a specific team to be on hand, e.g. make up artists and designers.



For any event, irrespective of its size and occasion, the key driver for all the planning aspects will be the budget.  This will be agreed at the start of the process and will help shape the size and lavishness of any event.  For sporting events, the planners will work with hosts to engage a sponsor to help with funding.  Furthermore for fund raising events, the main source of funding will come from capital investments but clearly additional income will be derived from ticket sales and if appropriate, sales from merchandise and refreshments too.  For large events, there will usually be someone involved who has sole responsibility for all the financial aspects of an event.



For any event, planners will be concerned with any possible environment impact an event may pose but also all legislative frameworks must be adhered to.



Case Study

The questions that the Wedding Planner George is likely to ask at their meeting are as follows:

1 How many guests are you expecting to attend?

2 What is the age range of those attending?
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3 What is your maximum budget (5% of which will be retained in case of unforeseen emergencies?)

4 What is the colour scheme?				

5 Will there be any other themes that you’d like to incorporate?

6 Will you have flower arrangements at the ceremony and reception venues?

If so what types of flowers and in what colours do you want?

7 Will you have a paying or a free bar?

8 What type of entertainment would you like? eg Disco? Band? Magician?

(if children are attending would you like a children’s entertainer?)

9 How many guests are you expecting to stay at venue ? and what types of rooms will they need? (twin? double? family? single?)

10 Do any of your guests have special dietary requirements?

11 Is a babysitting service required?

12 What are the timings for all elements of the ceremony and reception?

13 What is your preferred layout at the reception? How many will be sitting on the top table?

14 Do you need a microphone and other sound equipment at either venue?

15 Are you having a honeymoon?

16 Do you need a photographer? And/or someone to video the events?

17 Will you need advice on purchasing wedding rings?

18 Do you need help with purchasing the wedding attire?

19 Are the invitations ordered? 



These are the types of tasks which George can help with now:

1 Order the flowers for the ceremony and reception

2 Liaise with the venue and schedule any deliveries with them e.g. flowers, entertainment

3 Coordinate the colour schemes and themes and discuss with venue to ensure all requests are included

4 Liaise with venues and agree terms and contract details 

5 Book bands and other forms of entertainment

6 Ensure sufficient bedrooms and room types are booked for guests
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7 Ensure caterers are aware of expected numbers of guests and advise on any special diets

8 Help with speeches and arrange vow rehearsal

9 Ensure venues have sufficient staff available for the date

10 If required, hire security personnel

11 Arrange provisions for welfare and other facilities for guests

12 Ensure invitations are sent out

13 Ensure honeymoon arrangements are in place

14 Do you have a wedding gift list?



The benefits of hiring George as a Wedding Planner are that with his industry knowledge and wide circle of contacts, he will be able to negotiate favourable terms with all the vendors e.g. venue hire, photographer, flowers, entertainment and catering.  Also, George will arrange any licenses for the event if needed, e.g. for the ceremony, music and alcohol.  The Planner will undertake the budget preparation and analysis and will also be on hand to check the final invoice and liaise with the venue over any anomalies.    The Planner will handle all issues before, during and post event thus allowing the couple to be free from stress and to just enjoy their big day.  All problems with vendors and delays or non deliveries will be handled by the Planner.  George will ensure that the wedding gifts are looked after and remain secure.  Also, he will arrange for venues to be cleaned and restored to their original condition and ensure that any hired equipment is returned in a timely manner.
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