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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. 
	1i. An Event planner is responsible for organizing an event from start to finish, from finding out a client’s specific requirements to returning the venue back to the original condition after the event (Prospects.ac.uk 2019). The Event planner is initially required to communicate with the client to discover their preferences as this will affect further details such as finding a location and a theme for the event. Within this consultation, the purpose of the event should be established which arises from finding out the details of the event. For example, the planner must identify the budget alongside catering requirements, timings of the event, dates for the event and number of attendees. Without this information, the planner is unable to organize a suitable event. 
1ii. The main tasks involved in event planning consist of “planning, designing and producing” (Bowdin et al. 2012, p.35) which ranges from planning a suitable location for the event, to the designing of invitations before the event. Bowdin et al. (2012, p.35) argue that event planners create and execute the marketing plan, which includes researching ideas for the event, and ensuring the event has a unique design so the event stands out. 

Organizing the different aspects of the event such as catering (tasting the food and adhering to dietary requirements), accommodation (booking hotels for guests before or after the event) and transportation (booking transport to and from the event) are all vital tasks of event planning. “Overseeing coordination” (Bowdin et al. 2012, p.35) is also part of event planning which ensures all members of staff know what they are doing before, during and after the event. 

1iii. The five Ws in Event Creation are; why, who, when, where and what. There needs to be a reason as to why the event is being held as this will assist with the finer details of the event. The event planner also needs to know who the event is intended for as the event is designed with the target audience in mind. When the event should take place is also key because the planner does not want the event clashing with something else. The location of the event is also important, as where the event is located depends on the planner’s vision for the event. Some venues will not suit the vision the planner has for the event and therefore, the planner requires a different location (Allen 2008, p.80). In addition, an event will not have as many attendees if the location is far away or inaccessible, so the planner needs to seek a place which is suitable for all. Finally, what concept the event is based upon is also important for the event creation. For example, the concept of a wedding may be a theme such as a fairytale theme or a Christmas theme, and this will affect the finer details such as decorations and invitation designs.   
1iv. When searching for a location suitable for an event, the planner must ensure that the size of the venue is appropriate for the number of attendees. In addition, the event must be accessible for all of those who are attending (Shone and Parry 2004, p.121); for example, the entrance and rooms involved with the event must be accessible for attendees, including disabled guests. Furthermore, the venue must also be accessible for any deliveries required for the event (Shone and Parry 2004, p.121) as the delivery team are likely to need quick and easy access to the entrance in order to not travel a long distance with heavy items. Another important factor for a venue that an event planner should consider is whether any permits or licenses are required and which of these does the venue already offer (Shone and Parry 2004, p.124).
1v. A planner should allow 30-45 minutes for a refreshment break when the event attracts 1,000 attendees. Guests may not wish to be rushed so to allow for all 1,000 attendees to access the toilets, refreshments and maybe even outside areas, the break needs to be longer compared with smaller events. 
2. Event planning involves making decisions at certain times; they require the ability to make well-timed decisions on meeting times, locations for the event, decorations and more, which could be seen to be everything. Most aspects of event planning require a decision to be made; for example, choosing the event requires a decision to be made (Shone and Parry 2004, p.76) as does the budgeting of the event (Allen 2008, p.9). However, Coulson and Coe (cited by Bowdin et al. p.34) argue that there are more skills required to be an event planner than just being able to make decisions at certain times. For instance, planners need to be adaptable (Bowdin et al. p.34), such as being able to make a decision on the spot but to also be adaptable with their own time. Planners can be required to work extra hours on the day of an event (Prospects.ac.uk). In addition, Coulson and Coe (cited by Bowdin et al. p.34) identify a knowledge of the business industry to be a beneficial skill for event planners, which may be useful when organizing a corporate event. Furthermore, Katz (1974 cited by Bowdin et al. p.34) determined that knowledge in specific areas related to the events is also recommended for event planners. All in all, event planning requires a lot of well-timed decisions to be made but there are other skills that event planners require. 
3. Successful events stem from sufficient planning. Planning often ‘precedes the execution of a course of action’ (Gollwitzer 1996, p.287) which acknowledges that some issues can be considered in the planning stage and resolved before they can happen, consequently making the event safer and less likely for an issue to occur. However, if an issue does arise, the planner should react as quickly as possible to ensure the problem is resolved. This should be easier to do as potential solutions have been considered in the pre-planning stage. Responding to an issue quickly increases the chance of a positive outcome (Gollwitzer 1996, p.290) and thus, the planner can be trusted more by the client. Pleasing a client can help advertise the planner’s services which in turn may lead to additional clientele or sponsorship deals. Building a good reputation could benefit future events as the stakeholders may be more willing to invest in the events company and the event itself as a result of the previous positive outcomes (Markham 1972, cited by Chun 2005, p.91). A good reputation also derives from the work ethic of the staff during the event. For example, the staff’s efficiency during the event aids the flow of the event and further assists the stakeholders with their part of an event. If the staff are efficient at moving around the venue and helping the stakeholders with equipment, the event can stay to time.  
Case Study:

1) Carefully interviewing client to establish his goals, objectives and budget

2) Acquisition of permits

3) Budgeting

4) Food and catering arrangements

5) Decorating

6) Monitoring the event

To start with, Adam must carefully interview the client to establish his goals, objectives and budget as this will determine the rest of the event planning. Without knowledge as to what the client wants, the event planner cannot plan a suitable event. Secondly, Adam should consider which permits need to be acquired, as an event might not be able to proceed if the suitable permits are not acquired. For example, a permit may be required for a liquor bar to remain open past closing time (Allen 2008, p. 125) and this is something the planner should check early on to ensure the venue’s licenses match what is suitable for the event. This is followed by budgeting for the event, allocating enough money for each aspect of the event. This would be done near the start of the event planning but might also need to be reconsidered if there are any unexpected costs along the way. Unexpected costs may develop throughout the event, but they must be recorded throughout the planning as this may alter other arrangements (Allen, 2008, p. 50). For example, some of the extra aspects in the event, such as a chocolate fountain at a wedding, may be removed in order to keep to the budget. After the budgeting, Adam should then make food and catering arrangements which includes arranging for the food to be tested by the client and creating the menu to accommodate all guests, especially ensuring the guests’ dietary requirements are met. On the day of the event and possibly the day before, Adam should have a team decorating the venue, although he should be present to oversee the work. Adam should also make sure that all the materials for decorating are purchased and received in advance. Finally, on the day of the event Adam should be monitoring the event. This ranges from ensuring all staff are in the correct place and doing the correct job to making sure there are no preventable accidents during the event. For example, if Adam notices a hazard whilst overseeing the event, such as a wet floor, he should resolve the issue in order to prevent the issue becoming an accident for a guest. Adam would be responsible for dealing with any issues that arise but hopefully the pre-planning will help assist with this. 
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