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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:

Short Questions: (10)
i.	 
Opening ceremonies come before the main event, perhaps the day before or immediately prior to them. They are used to express to the audience the purpose of the event through whatever way is most appropriate. For example, the Olympic Games opening ceremony is a series of performances, dancing, music and acting, that represent the history and culture of the host city and nation. One of the characteristics of an opening ceremony that sets them apart from the main body of the event it precedes is that it is not always held at the same venue. When the venue is not the same, the location of the opening ceremony needs to be chosen wisely by the event planner. For instance, for a charitable fundraising event that aims to benefit children in a deprived region may open with the unveiling of a new building that meets their needs, with a guest speaker giving a speech and presenting a small group of the people that will be positively affected. The main event, perhaps a dinner, may then take place at a banqueting suite nearby for an auction to be conducted, from which the proceeds would be donated to the charity.
Another aspect of opening ceremonies that may be seen as unusual is that some people deliberately only attend the opening ceremony because they believe them to be more fun than the event that follows. Also, due to the lack of competition and tension, compared to a sporting event for example, the opening ceremony may have a more light-hearted, family oriented approach to it.
For an opening ceremony, the planner/coordinator will be influenced largely, more so than the main event, by the characteristics of the audience present. Of course, for an event the primary goal is to ensure that timings, safety and security measures are met, however the outcome of the event is more dependent on the performance of those delivering the entertainment or information. For instance, a planner organising a sporting event cannot control its outcome. The opening ceremony’s audience is more likely to determine how the planner adjusts the ceremony’s entertainment or delivery, as the ceremony’s main purpose is to be memorable. For example, for a grand opening of a new sea life centre aimed at families, there could be current, upbeat music, character costumes, bright coloured banners and pictures as well as the use of short words in large print to draw the attention of children to a fun, positive environment.
ii.	
Ensuring that a meeting has a clear purpose, outcome or message is essential in order to guarantee that the meeting is successful in its execution, and can deliver the best potential results. Defining the vision of the meeting requires contact with the client and sponsorship providers, long before the event takes place. The organisation process should initially be underway several months before the event, so that venues, travel arrangements and accommodation, invitations etc can be organised and secured. Taking care of these details early will decrease the likelihood of issues occurring in the planning process, especially if there are permits or licenses involved for example, which take time to acquire and can have legal consequences if certain requirements are not met.
Another part of the meeting that should be well defined before its commencement is what the audience and anybody attending expects to gain or learn as a result of it going ahead. People could be asked to fill in a questionnaire, from which the organisers would tailor the delivery of the event to the most common or most appropriate responses.
Once the vision is defined, all involved should be clear about their roles and responsibilities in order to make the meeting successful by sticking as close to the specified objectives as possible, through careful preparation and good communication.
iii.	
•	Selecting suitable venues for ceremony, reception etc
•	Liaising with clients to distribute their budget appropriately towards all aspects of the event
•	Managing transportation and accommodation for clients, both on the day and for the honeymoon
•	Providing suitable colour schemes, suggestions and advice regarding attire
•	Ensuring the necessary people are well rehearsed in their vows, speeches and clear with the order and timings of them
•	Planning an event schedule that ensures all prior demands are met while retaining a natural fluency for the day
•	Making certain that all orders are placed for decorations and catering etc, and recording their arrival and location for the party/reception
•	Overseeing the setting up of the reception venue to meet the demands of the client based on the initial plan agreed with them a long time prior to the date of the wedding
•	Keeping on top of safety and security requirements and putting in place the correct measures to meet them
•	Planning of the honeymoon while considering season, budget, client likes and dislikes
•	Taking responsibility for the receipt and safekeeping of wedding gifts and guaranteeing their delivery to the clients in due course
•	Managing the restoration of the wedding venues used to their previous state and standard

iv.	
Putting in place security measures and gathering personnel, whether paid or voluntary, to deliver them is key to ensuring the safety and wellbeing of all that are in attendance. If people can see professionally dressed security officials at an event, at which those individuals have no intention of causing any harm or damage, it will make them feel at ease and lowers their inhibitions for the sake of enjoying the event. Alternatively, for those that do have malice in their minds when at an event, the sight of security personnel may deter them from whatever they were planning, for example the theft of equipment, pickpocketing or physically harming others attending. Both of these individual responses will help to allow the event to run as planned with no hindrances such as restraint/removal of patrons. 
When security personnel are brought together for an event, they will be briefed prior to it by the event coordinator and their team leader. This will clarify positioning and continuous venue assessment requirements and make staff aware of any hotspots for potential issues or unwanted occurrences, based on previous events or the calibre of those attending the one in question. The number of security personnel hired for any event may be determined by different variables. One system may be a required minimum ratio of security staff to patrons and another may be a minimum number of staff per square metre/foot. Regardless of which system is used, there must at all times be enough security personnel on hand to control any potential disturbances within the crowd and return a pleasant, subdued feel to the event efficiently.
Of course security measures are not restricted to personnel, measures such as the structural integrity of a vehicle/venue’s doors and windows could be taken into account if the event is controversial, or if there is a particularly high profile figure present. For example, when the Pope is transported through the streets in a celebratory religious parade, he will do so in a modified car that is bulletproof to protect him from any attempts to attack.
Security personnel will be required before the event has begun and after it finishes. This is, not necessarily to assist, but to oversee the assembly and disassembly of any equipment required for the event. They may be needed to perform a risk assessment of the event and set up a safe perimeter in which only authorised personnel may be present, in order to maintain public safety and prevent potential goods theft upon loading/unloading.

v.
When planning a conference, the organiser must initially consider its purpose before any other aspect of the event. There are two principle questions the organiser must ask themselves:
	What purpose does this event aim to bring about?
	How will the chosen purpose be reached?
Any given conference may be organised to meet different objectives from the next, therefore the themes, locations, venues and their layouts may be altered to suit their purpose most appropriately. Some conferences may aim to launch new products and may require a high media presence which can publicise and promote the product during and after the event. An example of this would be when Steve Jobs, former CEO of Apple Inc. unveiled the latest iPhone, he would do so on a large stage with high quality visual effect behind him, in front of a large theatre of photographers, news crews and special guests. 
A particular conference style that is very much within the company that has organised it is one that’s core purpose is to brief employees or potential/current clients. This, for the employees, may be a tool to identify and explain new legislations that affect their place of work and procedures that the company must put into action in order to adhere to them. For clients, it may be an opportunity to promote the business to gain or maintain interest from them and show the company in a good light in order to secure their continued support overall.
The venue chosen for a conference, and the facilities on offer, are very important in leading to its eventual success. Significant time and attention should be applied to selecting a venue that is appropriate to suit the purpose of the event, as well as considering the location with regards to travel times and convenience for attendees and accessibility for deliveries. When choosing the location of the venue used, the planner should consider whether it is easy to get to from the nearest train station or airport, if it is close to a city centre which would make traffic and parking a potential hindrance to timings and attendance of the programme. Accommodation, for overseas or out-of-town attendees should be organised and routes to and from the transport networks and event venue should be clearly explained to them via email or written invitation. Any special guests or individuals/groups requiring additional security should be collected and dropped off by private car/taxi, discreetly, to and from their accommodation and transport station.
Additionally, the capacity of the venue chosen should be a factor in the decision making process, as the planner should account for all attendees, equipment, catering and any other aspects of the function upon selection. Laying out the venue to suit the conference is could determine the success of the event, as it is an essential aspect of the question: “how will the chosen purpose be reached?” For example, if the purpose is to brief staff, perhaps a large number of police officers prior to a sporting event, then the venue would be best laid out in a theatre style. This is because the information being delivered will be concise and relatively short in duration, therefore not requiring anybody to write anything down. Also, a theatre style allows as many people in a given room as possible. On another hand, if the conference’s purpose was to inform or educate, for instance a mental health awareness event, the best layout to use would most likely be a banquet style on round tables. This would allow participants to take notes from the speaker, as well as breaking into smaller, group activities and brainstorming sessions to collate and share knowledge/findings.

2.
In their most basic form, events can be broken into two categories; corporate and social. Corporate events stand alone as a category. This category will consist of conferences, conventions, seminars and meetings, and are usually for work purposes. Therefore the participants present, of which there tend to be a large number, will be staff members, guest speakers, stakeholders, representatives of sponsoring organisations and clients. The most common corporate events used are conferences, so an example of such event could be one that informs and educates staff and potential clients in a construction business regarding recent or upcoming changes to health and safety law, and the regulations being put into place to meet the requirements of the new legislation. This would require the attendance of people representing all levels of the organisational hierarchy, so that once they have relayed the relevant information to their colleagues via smaller, more cost-and-time-effective meetings, everybody the legislation concerns within the business would be informed on the matter. Conferences, when required, could also be used to find solutions to problems or launch new products prior to their release. 
When organising a corporate event, the planner must take into consideration a range of its components in order to create the most successful event they can and meet the demands of the vision/desired purpose. The date of the event is pivotal for its outcome as it must not coincide with other major events, therefore the intended audience should all be available. The location, capacity and facilities for the chosen venue are also immensely important as they provide a solid basis for which the rest of the event is built around. From there, the planner can organise appropriate accommodation, perhaps on-site or nearby, catering for full day or weekend events etc. The layout of the venue can also contribute to its success because, when done well, it allows the attendees to process the information presented most efficiently. For example, in a seminar consisting of small groups seated at tables facing the speaker, the same groups and tables can be used for breakout sessions or other activities. Of course, all of the above aspects of a corporate event rely on the budget and its appropriate distribution. Everything from catering, transporting and accommodating special guests, to audio-visual equipment and hiring the venue itself, will cost a considerable amount of money. Therefore, lots of corporate events depend on sponsorship from larger organisations who understandably expect something in return, in the form of promotion or VIP accommodation for the duration of the event in question.
Where corporate events are a standalone sector, social events can be dissected further into leisure and private events. This differentiation is necessary because when planning an event, the organiser must be sure to know whether the event is open to the public or invitation only. Of course, some leisure events may appeal to a particular demographic and subsequently attract a common audience, they are still broadly advertised and inclusive of all who purchase tickets. 
The private events sector consists of weddings and other special parties or celebrations. Some examples of these private parties include graduations, birthdays, engagements and fundraisers. With both weddings and other special parties, lots of in-depth planning will go into the organisation of the events, long before they take place. The planner must meet with clients, sponsors and anybody else necessary to define and agree key aspects of the event such as the venue, location, budget, themes, layout, and number of guests. For the guests, their age range must also be taken into account so that all attending can be accommodated for appropriately. Invitations for the event must be designed, distributed and delivered to the intended guests, they must be aesthetically pleasing while maintaining all of the correct information required to clearly state the date, times and location of the event.
For the event itself, any potential catering will determine the layout of the venue. For instance, for a wedding with a three-course meal, the room will be best set out in a banquet style with place cards for each of the guests. Alternatively, for a birthday party with a buffet, enough seating for most guests at tables laid out anywhere other than the dancefloor will suffice, and room must be left to accommodate a potentially large buffet table.
Leisure events can be split into four smaller, distinguishable categories. These are sports events, festivals, concerts and fashion shows. First of all, sports events can be organised with one of many goals in mind. They may be used simply as a form of leisure for spectators to enjoy in their free time, or they may be more participant-oriented where people attend and play for physical and cathartic benefits as well as healthy competition with friends or work colleagues. For most sporting events, a stadium will be the most appropriate venue, as it already has refreshment and bathroom facilities, changing rooms and a purpose built track/field for the given sport. With that in mind, the planner must select a stadium that is appropriately sized for all attending, in a reasonable location for easy transportation and secure funding for the event from sponsors to form a budget. There will almost certainly be an agreement with the sponsors to showcase their organisation/product during the event that they will be sponsoring. This may be in the form of pitch side banners, logos on sporting apparel or a verbal acknowledgment via a microphone by the host or commentator. During the event, reasonable rest breaks would be required to allow participants a refreshment break and spectators time to use the bathroom and catering facilities. Depending on the duration of these breaks, the planner should consider whether entertainment is necessary and within the event’s overall budget. A well-known example of this would be in the NFL, where the Superbowl has a half-time show, a performance by a famous music artist that keeps the spectators entertained through the lengthy interval of an American Football match. On the whole, the Superbowl is a worldwide, big budget event that relies on massive sponsorship deals which are rewarded in the form of advertisements during breaks and on-screen product placement, e.g. players and coaches drinking Gatorade on the side lines. Of course lots of other factors contribute to the budget which is eventually distributed between the venue, facilities, entertainment etc. such as ticket sales and television subscriptions.
Festivals are events that can potentially have wide range of benefits, depending on their desired purpose. They may be used to educate a specific group of people, to make money short term through fundraising, or they may improve and impact a particular community long term by attracting tourists to the area in which the event is held, annually or however often it is held. Festivals can also be a tool for improving relationships within a community, by allowing people to interact with one another and using a wide range of activities to do so. They are normally set across several days and consist of many stages, therefore they require an incredible amount of planning and organisation in order for them to be successful. The coordinator must initially ensure that the intended festival dates do not coincide with any other large events happening locally, such as marathons or cycle races which would result in lots of road closures and traffic disruption. These factors would hinder the attendance and commitment of participants quite largely.
Selecting a theme and appropriate name for the festival in question are key in order to attracting people to it and sparking an interest in those who may not be familiar with the chosen theme. The name of the event must be relevant, short and effective. The theme of the festival will determine the venue used. For instance, if the theme is centred on local history or agriculture, the venue is more likely to be the grounds of an old building and using the surrounding land. The more closely related the venue is to the theme, the more authentic the festival will be and the larger the impact it will have on those who attend. An example of a festival which is well-named and celebrates historical local culture is the Much Wenlock Games, held in the town of Much Wenlock. Founded by Dr William Penny Brookes in 1850, they annually provide traditional games and pastimes, such as archery and fencing, as well as integrating more modern games like “kwik” cricket and five-a-side football, in order to celebrate a forerunner of the modern Olympics. There are also performing arts competitions and other activities that highlight the local culture throughout the years since the event’s fruition.
Organising a concert can be a complicated endeavour. They are planned by either the artist(s) performing, the owner of the venue it is being held at, or both. There are factors to consider that concern the audience attending and can determine how popular and successful the event will be as a result. For example, one must estimate the average age and physical ability of the audience a based on that, alter, if possible, the proportion of the venue’s seating and standing capacities. Also, parking and accessibility must be taken into account so that the event is inclusive for disabled ticket holders.
Higher levels of security personnel and measures may be put into place for the concert if a large proportion of the ticket holders are deemed to be of a particularly hostile or aggressive background, or it may depend on the type of music being played. For example, heavy metal concerts would have higher levels of security to counter the effects of “mosh pits” should they potentially get out of control.
The venue used for the event and the quality of the equipment used are important aspects of an event that can largely contribute to its success. During summertime for instance, Ragley Hall in Warwickshire is hosts outdoor concerts near a popular stately home, which is already a tourist attraction for its history and aesthetic appeal. The outdoor aspect is attractive to prospective ticket buyers, as well as being likely to increase their enjoyment of the event as the venue would be appropriate for the weather and season. The planner could also provide free waterproof ponchos to ticket holders just in case the weather were to take a turn for the worst, however unlikely.
The cost of hosting the concert would undoubtedly be high and would be funded largely by capital investment. Before the event has begun, money would need to be spent on equipment, insurance, permits and promotional necessities etc, whereas during and immediately after the event, money would be acquired from refreshment and merchandise sales as well as potential sponsorship. Of course, ticket sales prior to the event would play a large part in the money making process.
Transporting performers, equipment and staff to and from the concert venue safely and efficiently, as well as accommodating the necessary people appropriately is essential for gaining the interest and confidence of the artists, so that they feel secure and well looked after by the organisers and venue owners.
When it comes to decision making during events, fashion shows are probably the most delicately balanced sub-category simply because of their fast-paced, fluent nature. Being able to maintain the interest of the audience through quick clothing changes, high quality make-up and effective use of music and lighting requires a great deal of detailed planning and coordination. Long before the event takes place, usually several weeks, the organiser must meet with the retail stores providing the products to be showcased, stakeholders of the company and other important figures to discuss the requirements and desired outcome of the event. This may be an expected percentage increase in sales compared to the previous quarter/third.
Setting an appropriate theme for the event is essential as it must be maintained throughout planning, promotion and execution of the fashion show. It may be selected based on the season, which is of course a popular theme choice for new clothing lines in most retail stores. Using relevant music for the exhibition that is deliberately amplified to nullify the sound of walking or speaking encourages the audience to focus on the visual aspect of the show, which is of course the products being showcased.
In terms of venue selection, fashion shows may require a more creative approach than other events. For example, most fashion shows use a long, straight stage which very few venues have as standard, therefore the stage may have to be adapted or an external one may be rented and integrated for the duration of the event. Similarly, the venue may not have as many changing facilities as the fashion show requires, so additional cubicles or blocks may be brought in to accommodate the deficit.
As well as expert planning, which the organiser would inevitably have for such an intricate event, they would need to employ a team of high quality and skill who can efficiently deliver a high standard of make-up, design, entertainment and catering etc. the promotional aspect of the event is also pivotal to attract people’s attention to the fashion show and provide for the appropriate audience. For instance, during Paris Fashion Week, the audience would be shown high end designer clothing and fashion exhibitions for spring/summer or autumn/winter, depending on the time of year as it is held semi-annually.

In summary, all events require a great deal of planning by an expert who is knowledgeable and experienced. They must be able to distribute the budget for the event as well as obtaining sponsorship and other funds when needed, liaise with clients and stakeholders in order to define the event’s vision and purpose in order for the result to be as successful as possible. Of course, attention must be directed to different areas depending on which event is being held and the audience or participants expected to attend, but in general, a high quality planner should be able to transfer the skills they have learned and adapt to competently organise most events that are proposed to them.




Case Study (10)
a)   
	How much was their overall budget? How much therefore remains for the other aspects of the wedding?
	How would the couple like the wedding party to be transported from the ceremony to the reception venue? Is this financially viable and practical?
	Where will the couple and their guests stay after the wedding reception?
	Where would be appropriate, both financially and seasonally, for the couple to spend, and travel to, their honeymoon?
	What themes, colours, decorations etc did the couple have in mind for the reception? 
	Would the reception venue allow for contracted, external caterers or is it provided in-house?                                                      
  b)     
	George can guide the couple with the appropriate distribution of their remaining budget to all other aspects of the wedding, for instance clothing, transport, entertainment etc.
	Once the couple’s catering expectations are understood, George can get on with organising the orders and tracking the deliveries of the food and drinks for the reception
	He can also manage the setup of the reception venue, giving the event a tasteful but celebratory feel with lights, balloons, bunting, and centrepieces on tables etc. Setting up the venue may require designing and personalising decorations, name cards and more.
	Source and contact all people involved with catering, equipment, time management and guest safety for the event in order to produce a clear itinerary
	Create a seating and table plan, also taking into account the need for empty floor space for dancing and entertainment, for example a DJ and his equipment or a band and their instruments
	After the reception has finished, George would be responsible for ensuring the venue is returned to its original condition and layout
c)
First of all, by hiring George as a wedding planner, the couple will, metaphorically, have a weight lifted off their shoulders and they will feel relieved of a certain level of stress. This is because they will know that George is a professional who does this for a living, so will be able to plan the event better than they could have themselves and support them with budgeting advice and general guidance regarding creating a successful event. In addition to that, since George has been temporarily hired by the couple, he will be required to attend all of the meetings concerning the wedding, some of which the couple may not be able to due to work, family or other commitments. This allows the couple to go about their lives in a fairly regular fashion so that they can have their other affairs in order before concentrating on enjoying their wedding and subsequent honeymoon.
George’s vast knowledge of a variety of aspects of weddings and events will allow him to educate the couple and inform them of the most appropriate way to represent them, in a seasonal and unique style. Doing so will increase the effects of what will of course be a special day for the couple along with their families and friends.
I feel that hiring an individual to spearhead the organisation of an event eliminates any ambiguity in the decision making process because one highly thought of professional’s opinion requires little or no question from the people trusting his services. Therefore, other than fine details, George would be able to solely manage the planning, then once given the nod of approval from the couple, organise the team employed to put the pieces into place for him.
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