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Marking Criteria:
We expect the learners to write a 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. Duties and responsibilities of an event planner, coordinator
Excellent communication skills, ability to work to deadlines, to work as part of a team or even independently, to have analytical skills, to be very organised, work within timeframe, to pay attention to details, to able to use office software, to understand of government regulations and social, political and economic issues. To be creative, have negotiating skills, to be able to handle stressful situations, have problem solving ability, and to have public and marketing relations.
ii. Main tasks involved in event planning
· Catering arrangements. Find out more specifics like what type of food (buffet, how many courses will be, finger food, conference food) If anyone has any food allergy, or anyone is vegetarian or vegan.
· Activities arrangements.  Indoor or outdoor activities, what type of activities the host would like for the event, and have some activities ideas so the event planner could suggest some.
· Arranging the venue
· Arrange transportation and accommodations
· To create a unique design for the event
· To create unique and special invitations for the event and send them to the guests


· Plan the event and coordinating the workers, supervise them before and during the event to give the best possible experience to the host and her guests.
· Rating of the event  
iii. What are the five W`s and their importance 
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iii. What are the five W`s and their importance
· Who- who are my prospective attendees?  Are there VIP attendees? What special needs might these attendees have, like disabilities, physical or dietary
· What- What are the objectivities for this event? Do I have a draft agenda developed? Have keynote speakers been identified?
· Where- What are the space and set-up requirements for this event? Will there be a multiple location? What locations will be most conductive for the prospective attendees? Is there allocated parking?
· Why- Why are people going to attend? What will the take-aways be?
· When- When is this event being held? Is this an annual event? Is it necessary to have a backup date? Are there reoccurring dates?
These questions will help to determine things such as the event marketing plan, costs, logistics (set-up, parking, food etc)
iv. How should an event planner evaluate a venue to make sure that it best serves the event`s requirements
The venues sales manager provides a guideline to the event planner to secure the venue to the host of the event.
 
When making arraignments with the venue's owners, it is vital to ascertain the event to which activities might be carried out at the venue. 
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· Supply and displaying banners, signage and directional signs
· Availability of concierge or information desks
· Information on restrictions concerning the display of event information
· Onsite business centre and office services
· Sending and receiving services
· Availability of telephones in meeting rooms

v. How long is the refreshment break for 1000 people?
30-45 minutes 

2.` An event planner is a person with appropriate skills for making timely decisions`
As an event planner, coordinator I should undertake, pre-plan the event, visualise the event ahead, understand the purpose of the event. This includes, taking into account the number of guests and their characteristics in term of gender, age group and any specific needs. 
Create a timeline for the planning, obtain written evidence of availability of venues, clearly list all activities, seating arrangements, how many staff the venue needs and their responsibilities, scheduling time for all activities. Any food and drink requirements, specify venue dates for holding events, transportation if needed, and to arrange from where to where. Budgeting arrangements, research on best performers and speakers if required.
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3. Benefits and successful and safe event
Unexpected issues always can happen, it's important to always be prepared to deal with any kind of issues, situations. Always best to make a contingency plan. The benefit to have this plan is to reduce the likelihood issues or crises, efficient movement of people and equipment, the ability to respond unexpected occurrences, which will help maintain a secure environment. Securing long term support from staff, clients and stakeholders, corporate stakeholders will have confidence in the planner and endorse more sponsorship deals. Reduction from accidents, injuries and insurance costs.

Case study:
1. Carefully interviewing the client to establish his goals, objectives and budget (find out what exactly the host is looking for, what is the occasion, where would be the ideal location, why is this event happening, when is this celebration will be, and who will be coming)
2. Acquisition on permit –Liability - Healt and safety -Electrical, power and fire safety -Environmental impact -Community impact -Taxable Burdon)  
3. Budgeting (when it comes to budgeting have to think, to hire a venue, if any DJ, sound system would be required, technical facilities, any invitation, catering, lighting, staff required to be hired, safety, plan the meals if there is catering required, cleaning up team to hire) Food and catering arrangements
4. Decorating (is the venue has a theme, a topic or colour code, how much is the budget for the decoration, if need to hire someone to help)
5. Monitoring the event ( avoide an incident through monitoring and detection, systematically observing services, record and report changes) 
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