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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:

1. Short Questions:

i. Why should an Event Planner break down the tasks into phases?
The Event Planner must break down the tasks into phases to allow for efficiency as he/she works and in a timely manner subsequently following the stages. The stages being initiating, planning, executing, monitoring, controlling and finally closing.

ii. What type of information an Event Planner will record during his/her first meeting with the client?
Information an Event Planner will record during his/her first meeting with the client are:
· The details of the client like name, phone number and address
· What is the purpose or goal of their event?
· Background of the client.  This will give you an idea of the client’s desires be it classical, modern, etc.
· Event profile
· What they would want to gain from hosting the event
· Will the client be approached directly or through a third party?
· Will the client participate in meetings and if so how?
· Get to know the person who makes the final decisions
· Make a note of person to be chosen to approve any changes to the event plan.
· Requirements of presenters (equipment etc.)
· What would the nature of event be (i.e. conference, meeting, seminars, trainings etc.)
· Number of employees for the event.
· What target audience to expect

iii. List the important factors to consider when creating a site plan.
The important factors to consider when creating a site plan are:
· Entrances and proximity to transport and parking for the attendees
· Viewing of the performance stage must be unrestricted for attendees
· Power and water for stage arears, catering and toilet must be available
· Entrance to parking and other transport facilities must be close to venue
· There must be ample pedestrian lanes for free movement of people
· Revenue receiving facilities must be placed close to areas of high participant concentration.
· Site access for deliveries and emergencies must be furnished
· Shade and shelter must be provided
· Catering must be located close to shaded areas
· Toilet facilities must be located at convenient places and away from catering team
· Waste disposal facilities to be made easily assessible
· Signs to show direction
· Directional signs to be appropriately placed.

2. “The purpose of the planning phase is to create plans to achieve goals you set for the event.”  Please explain what type of plans are created for the event at this stage. 

The type of plans created for the event at this stage are:

a) Scope Plan – this is where the event planner has knowledge of the number of guests and determines the amount of resources needed to get the event initiated.  The event manager must strike a balance between the budget and the client’s expectations.

b) Cost Plan – With the advice from the event management company, the client must come up with the money to be set aside for the event.  The planner should put together the cost plan which will comprise of the budget for the event.  Any cost of resources and occurrences during the event must be included in the cost plan.

c) Quality Plan – For excellent quality of service to be maintained for the period of the event, quality plans must be designed.  Quality plans are devised by listing all conditions needed to guarantee that high quality service is provided throughout the duration of the event.  Quality of service is about making guests comfortable and feeling at ease with themselves from the minute they step foot into the venue until they leave.

d) Staffing Plan – Start considering staffing plans as soon as the schedule becomes available.  This involves combining all the activities and skills required to achieve whatever needs to be done for the event to be a success.  In some case you may need more than one person to execute an activity at a certain time.  All information pertaining to the number and nature of activities will help arrive at a decision as to how many people to employ and each individual schedule for the event.




e) Communication Plan – There must be emphasize on how communication activities should be carried out.  All involved in the planning and execution phase of the event must have knowledge of the of these arrangements.  Knowing who to contact when any changes arise in the arrangement while event is at play is important. 

f) Risk Management Plan – Having a risk management plan is an important part of an event.  This should contain a list of potential risks which could affect an event.  An example is bad weather or a decrease in attendance.  Depending on the event being hosted, the risks must be quantified and prioritized so that it must be decided what steps to take to minimize or eliminate any risks.

g) Procurement Plan – an effective procurement plan means knowing the quantity of resources needed for an event.  A procurement plan must have a list of items and the details of the that needs to be bought or rented to start the event and the date and time for the items to be delivered.

h) Schedule Plan – No two events have the same schedule therefore for each event, the planner must use all the above plans to draw up a schedule plan.


3.  “Before choosing a venue, it is crucial to conduct a site survey”.  Describe the main points to consider when conducting a site survey.

The event planner must use the requirements and expectations of the client as a guide when choosing a site as it is a crucial factor to achieving a successful event and making the client happy.  The main points to consider when conducting a site survey are to:

· Initiate contact with site management and get all relevant contact details
· Find out what rules you need to abide by with the site facilities.
· Ask about vendor contract requirements
· Ask about any liability insurance
· Enquire about loading dock procedures to evaluate it and perform a physical inspection of the site.  Also take measurements of heights and ramp grades of the dock
· Inspect all access to the venue and areas around the venue
· Enquire about dock hour restrictions and security and time restrictions for trucks
· Estimate all doorways and hallways to confirm work accessibility
· Have a map of the interior of the building to locate the ideal path to the event space and also to decide on the best passage for bringing in equipment
· Know the work schedule of security personnel and ask them about how to access the rooms
· Also inspect the venue to get estimates of the ceiling height, the sight lines, location of fire exits and understand how to work the lighting control and how to operate the lighting system
· [bookmark: _GoBack]Determine safe power distribution path
· Test telecommunication and have an expert make provision for additional telecommunication facilities.
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