[image: image1.png]                                                                  
   Assignment Cover Sheet
Student Name:
Dagna Waniowski

Student Number:
30323

Course:
Event Managment

Assignment NO:
3

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. 
1.

Event planner must break down the tasks into phases because can tackle each phase more efficiently and in timely manner from one stage to the next one. The event planner begin with initial phase of an event then making a plan ( the most important stage of event planning) and putting that into the action. He need to monitoring and controlling the event and give to client “final product”. 

2.

· contact details of client

· Purpose or goals of the event

· Event profile and ideas from client

· Type of event 

· How will  be the client approached : directly or third party

· Benefit to gain from hosting the event

· Number of staff employ for the event

· Identity the  person who will be make a final decision and who will take responsibility to approved for some changes of the event ( if they happened)

· Type of target audience to expect

· Ways client will participate in meetings

3. 

            Entrances for attendees and their proximity to transport and parking 

· Good positioning of stage to allow for unrestricted viewing of performance 

· Availability of power and water for stage areas, catering and toilets 

· Closeness of entrance to parking and other transport facilities 

· Provision of shade and shelter 

· Adequate pedestrian lanes for free movement of people 

·  Identification of areas of high participant concentration to position revenue receiving facilities there 

·  Provision of site accefor deliveries and emergencies 

· Positioning catering close to shaded areas 

· Location of toilet facilities in convenient places and away from catering team 

· Waste disposal facilities 

· Signs showing direction 

·  Directional signage where needed
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