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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. 
	1. Short Question
	i.	Explain the duties and responsibilities of an Event Planner/
Coordinator

· Mediate with clients to find out their exact event requirements and produce detailed proposals for the event which will include timelines, venues, suppliers, legal obligations, staffing and budgets and all other plans to make the event successful.
· Negotiate prices with all suppliers and contractors and begin hiring.
· Intercede with sales and marketing teams to publiciz e and promote  the event.
· Manage and coordinate suppliers and all event logistics like venue, catering and travel.
· Determine specific dates for holding events.
· Create timeline for planning phases.
· Coordinate suppliers, handle client queries and troubleshoot on the day of the event to ensure that all runs smoothly and to budget.
· Carry on all pre-event planning and research to determine the best performers and speakers to invite and delegate pacts.
· Organize team of staff and give full briefings.
· Devise facilities for car parking, traffic control, security, first aid, hospitality and the media.
· See to the dismantling and removal of the event and bring venue back to its original state.
· Post-event evaluation report to inform future events.
· Research opportunities for new clients and events.

	ii.	Outline the Main Tasks of Event Planning
· Project research activities.
· Create unique designs for the event.
· [bookmark: _GoBack]Select ideal sites and venues for events.
· Make catering arrangements.
· Arranging for transportation.
· Create unique invitation cards and dispatching them to guests.
· Coordinating and supervising workers.
· Making provision for accommodation.
· Evaluate the event.










iii.	What are the five Ws in Event Creation and what is their importance when planning an event?
	
		The five important Ws in Event Creation are Why, Who, When, Where and What.  
 
· WHY is the first question to ask when planning an event. It is important to discover the purpose for staging the event.
· WHO gives the knowledge of the target audience attending the event which will form the basis of the marketing plan.
· WHEN is the best time to stage the event to avoid conflicts with other events and also the target audience will not be divided.
· WHERE is the best place to stage the event looking at suitability and convenience to facilitate easy access and create an enjoyable atmosphere.
· WHAT concept will best serve the purpose of the event?  Engaging “brainstorming sessions” in order to come up with a concept for the event if one has not been developed already.  Each participant voices out any idea that comes to mind which are then noted on a whiteboard.  Then another list is compiled which are made of ideas based on quality.  The two lists are then fused to arrive at a set of ideas that best serves the event concept.


	

iv.	How should an event planner evaluate a venue to make sure that it 			best serves the events requirement.

		To make sure that a venue best serves an event requirement, an event planner should evaluate whether the venue has:

· Provision for displaying banners, signage and directional signs;
· Information on restrictions concerning display of event information;
· The availability of concierge or information desk;
· On-site business centres and office services;
· Shipping and receiving services;
· Availability of telephones in meeting rooms.

	v.	A refreshment break for a 1,000 people an event planner should allow is 30 minutes.

2.	“An Event Planner is a person with appropriate skills for making timely 		decisions” Discuss this.

An event planner has the appropriate skills for making timely decision for any event at hand.

An event planner understands the purpose of the event and therefore             visualizes how events they are planning will unfold.  They take into account the number of people and their characteristics in terms of gender, age groups and specific needs.  They have the appropriate skills for making timely decisions as to when to coordinate budgeting, logistics like the technical facilities, lighting, transportation, sound and communication, catering services and all that is required to make the event a successful and safe one for the guests attending the event.  All these coordinating in making an event successful allows for timely decision making.

	
On the other hand, as event planners make timely decisions so that the event is perfect by outsourcing some the technical services to   companies that that sometimes they are not very familiar with.   The companies can disappoint in the services they provide creating            uncertainties. For the event planner it would mean last minute changes or to improvise in order not to disrupt the whole or part of the event               depending on the company’s involvement.

In conclusion, event planners with appropriate skills always do their very best to have alternative arrangements to work behind the scenes for a successful event.

3. 	Write a short note on “the benefits of successful and safe events”.

The benefits of successful and safe events mean having an event with efficient movement of people and equipment.  It also means reduction to the likelihood of issues or crises.  Costing that results from security, repairs and cleaning activities. Responding quickly to unexpected       occurrences which is good for maintaining a secured environment.    Securing long term support from clients, staff, stakeholders.


Case Study

Adam is an event planner and deals particularly in the area of special party celebrations.  He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week.  If Adam gets this project, what do you think would be the           sequence of working procedures?

a.	Carefully interviewing clients
b.	Budgeting
c.	Acquisition of permits
d.	Food and catering arrangements
e.	Decorating
f.	Monitoring event
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