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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. 
	Assessment 3

1.i The event should be broken down into phases, so it is handled more efficiently and in a timely manner by the event planner, also to set aside time to focus on each task.

ii. The type of information that should be recorded during the initial meeting should be:
· Background and contact information for client
· Purpose and profile of the event
· Appropriate ways to contact the client and who will make the decisions
· Nature of the event and its audience
· Requirements of presenters and number of staff required
iii. Important points to consider when creating a site plan are:
· Appropriate signage for the venue
· Availability for power, catering, toilets etc and appropriate locations for these amenities 
· Close parking facilities
· Waste and rubbish disposal areas
2. The planning of the event is broken down into separate phases:
· Initiating – To discuss the event with the client and begin the initial planning.
· Planning – The main phase, which involves creating the plan, scoping venues, discussing costs and scheduling, risk management and hiring of staff. 
· Executing – Putting all of the planning into play.
· Monitoring – Monitor the event throughout to ensure everything is going to plan.
· Controlling – Taking control of any issues that arise and making appropriate adjustments. 
· Closing – Receiving client’s signature on the finalised event. 
3. A Site Survey would involve a technician carrying out a review of the site to ensure it meets the technical requirements. Firstly, we would need to contact the site management and gain contact information and ask about site rules and liability insurance. Ask about access and loading docks to venue for any equipment requirements and if ramps and truck lifts are available. Measure doorways and entrances to ensure this meets the client’s requirements for equipment which would also include room size measurements. Lastly enquire about security staff and their schedules. 
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