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 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. 
	The Event Management Plan 

1. Short Questions

i. Most of the public events involve variety of safety requirements posed by the local councils and other government departments. What types of permits you may require to get in order to meet those requirements?

Prior to hosting a public event, an event manager will need to notify the local authorities in order to obtain all of the health and safety permits. In order to meet certain requirements set by the local authorise, permits such as road closure, fire, food vendor and health and safety will need to be secured by councils or similar agencies. When applying for the permits, a copy of the event management plan will need to be proven. 

ii. What is the importance of conducting a pre-event briefing with the participants? What sort of issues should be discussed in a pre-event briefing?

A pre-event briefing is crucial when organising an event to outline any current or potential issues and complications to do with the event. If these issues are not identified before the event, they may occur when it’s too late, resulting in the event being a failure. During the briefing different concerns will be discussed, these include complications with the time line and schedule, security levels, the form of communication, and emergency procedures, amongst many more. 

iii. “A well-managed ticketing process is essential to conduct a safe and well – organised event. “How?

If you are organising an event which requires tickets, you'll want to conduct a process which is safe and easy to use. For an organised process, some event planners will opt out for an online ticketing service. Organisers recommend this service because it allows their guests to register with little effort, this process can also save a great amount of time during the event. As the tickets were purchased online, the event organisers will already have contact information and payment information of the attendees. By doing this, you will be able to control the crowds, causing less build up at the entrance of the event.

iv. What is a site plan? Why is it said that a site plan is an essential tool in event planning and management?

A site plan is a map or diagram which states where the venue is located in addition to other landmarks nearby. Not only does the site plan allow the event management team to identify any conflicts or problems that may arise, it's also a reliable resource that stakeholders can use to organise activities without having to visit the site. Without a site plan, the management team and stakeholders will find it difficult to plan where each activity and facility is going to be placed. 

The site plan is also used during unfortunate events and accidents occur, allowing the medical team to find and move the casualties so they can receive rapid treatments. Planners can also locate different routes for guests, VIPs and staff to use during the event. Other facilities that can be identified using a site plan is parking, stage locations, security, lost property and toilets etc. Without a site plan, none of the above could be planned successfully. 

2. What are the benefits of conducting de-briefing after the event? What sort of information is gathered in this type of meeting?

After an event the organisers and stakeholders can plan a meeting in which they discuss the result of the event. During the de-brief the management team will review the outcome, providing a list of what worked, what didn't, what was missing and what could be done better next time. By discussing whether or not goals were met, you can analyse how effective the physical planning of the event was and what areas needed improvement. Many benefits can come from conducting a de-brief, including valuable feedback, process improvements and understanding your audiences.

During the de-brief you may discuss your teams opinions on the chosen venue and how it suited the event and audience. Other information gathered will include if the correct sponsors and vendors were invited and if you would consider using them again. You can also refer back to your pre-briefing notes to compare the potential issues; communication, security and time scheduling to identify the advantages and disadvantages. If a de-brief isn't completed, opportunities could be missed for future events minimising the chances of a more successful project next time. 

3. Produce an outline plan for an event of your choice which should include:



	Purpose and type of the event

	
Fashion Show – Offering a fashion catwalk, expert interviews, VIP experiences, beauty workshops and food. The purpose of the event is to showcase my clients clothing designs to promote the brand and increase sales. 


	Event partners

	
My sponsors and partners will include established make-up brands such as BareMinerals and NARS. Gordon’s the well-known gin brand and a hair specialist such as Mark Hill or John Frieda. 


	Budget review

	
The total budget for this event will be £20,000.

	Performers and participants

	
The event will require catwalk models, professional speakers, presenters, beauty experts and fashion influencers. 


	Appropriate timelines

	
1 year out – Create plan/theme, conduct research, organise site visits, book venue, sign entertain/speakers contacts, apply for permits, compile guest list etc. 

6 months out – Launch ticket process, design interior, ordering decorations, arrange equipment, promotion activities, finalise catering, contact staff, plan schedule.

1 month out – Finalise entertain, schedule and rentals. 


	Physical and human resource required

	
Physical:
Catwalk
Exhibition
Stage equipment
Human resources:
Model Committee (Hair & make-up, Stylists)
Stage Committee 
Presenter
Event Coordinators
Event Assistants
Security
Programmer Management


	Target audience

	
The target audience for this event is for those interested in fashion (mainly women). The age bracket will be between 18 and 35 year olds.


	Promotional activities

	
Public Relations – press releases
Advertising
Email Marketing
Social Media
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