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 Q1. Short Questions:

I. WHAT ARE THE MAIN BENEFITS OF CONDUCTING EVENTS IN 
HOTELS?

Hotels are a popular choice when it comes to event planning and the search for a perfect event location. An event venue providing accessibility to virtually every budget is the hotel. Hotels can easily be found on nearly every corner in larger cities and somewhere within or near other small towns. 

Hotels come in various shapes, sizes and number of stars awarded. 
Regardless of budget and taste there is a hotel to fit the bill.

Up-scale, top-of-the-line, five-star hotels often feature on-site catering and meeting facilities ubiquitous with professionalism and formal elegance. 
Picturesque ballrooms and meeting rooms give guests the grandiose feeling leaving a good impression on the more affluent crowd. 

Mainstream hotels, perhaps with 3-4 stars, are none-the-less effective in achieving an overall ambience to event attendees.
This caliber of hotels offers nearly the same facilities; however, on a much more affordable budget.




Hotels lend themselves quite nicely to corporate affairs for the business crowd.
Such professional events well suited for the hotel venue include award dinners, promotions of products, launching of new lines, partnership appreciation, client appreciation, staff appreciation, lectures, seminars and many other endeavors. 
This venue speaks volumes to the business crowd with its accessibility to technology and vast array of amenities.
Easy to find with parking on location, hotels provide a great venue for the professionals of the business world.
Amenities found within a hotel can make the affair flow smoothly with built-in necessities.

Hotels feature staffs well prepared in handling business meetings and can be of assistance during any unforeseen issues should they arise. The facility is designed to meet the needs of all guests, including private events.

Hotels are a familiar venue for good reason. They have in-demand technology capabilities, adequate space and ease of location while promoting productivity with networking, fully functional computer labs.


II. OUTLINE THE BASIC STEPS IN DEVELOPING A SITE PLAN.


• Deciding on the site requirements of the event 
• Identifying possible sites or venues and comparing them with the event site requirements 
• Selecting the site or venue that best matches the event requirements 
• Obtaining or preparing a site plan to scale 
• Deciding on placement of event activities and facilities 
• Refining the site plan based upon the needs of event stakeholders 
• Using the site plan as a key planning and communication tool.

Site selection of an event can range from a small room in a borrowed or rented building, to an Outdoor Park, neighborhood, sports complex, or as in the Olympics, an entire city.

Most importantly, the location of the event should be readily accessible, easy to find, and located in a safe area.

The site must be capable of fulfilling the requirements of space, electricity, bathrooms and other amenities to handle the event, and be of a proper construction, meeting zoning regulations and offering a contract to provide a seamless event with the least amount of hassles.

Selection of a site relates directly to the event function, and the degree of surety required for the event to proceed.

Exposed sites, such as when events are held out-of-doors, may be subject to inclement weather, which can shut down an event or greatly diminishing the number of guests who attend.

A site venue with inadequate parking may deter guests from attending as will the selection of a site in a crime-riddled or dangerous area. 

The perception of the site itself is also a key to a successful event. The site itself must lend its own sense of anticipation and excitement to the event. Modern structures with grand scaling, parking garages, rich interior details, and carefully designed floor plans are suited for events, making such venues perfect for providing a site to host a memorable occasion. 

Hotels are always a suitable option, filling the lodging needs of out-of-town travelers, offering ready provision of catered food and beverages, and large rooms for classes, banquets, or vendor displays. 
In addition, they are usually located along major routes, may provide shuttle services to airports and train terminals, and can greatly reduce event staffing costs.


III. DESCRIBE THE MAIN FACTORS WHICH NEED TO BE CONSIDERED WHEN SELECTING A VENUE.


Several factors need to be considered in selecting the right venue:

• Contribution to the theme and atmosphere of the event 
• Capacity availability on the required date(s), including set-up and rehearsals cost 
• Reputation of the venue 
• Staging facilities 
• Power and water supply 
• Catering arrangements 
• Restrictions on use of the venue 
• Toilets 
• Waste management facilities 
• Access to transport 
• Parking 
• Accessibility for disabled persons 
• Accessibility for deliveries and emergency services 
• Ease of set up
• Safety 
• Other events at the venue at the same time 
• Weather contingency 
• Security 


QUESTION 2:

AN AWARD DINNER FOR EMPLOYEES TO SHARE COMPANY’S GROWTH IS GOING TO BE HELD ON THE WEEKEND.

IT IS AN INFORMAL PARTY CONTAINING SOME ENTERTAINMENT FOR THE ATTENDEES. MAXIMUM NUMBER EXPECTED TO ATTEND THIS DINNER IS 50. 

THE COMPANY IS A PRIVATE LEGAL FIRM AND ENJOYS VERY GOOD REPUTE AT NATIONAL LEVEL.


a) Select an appropriate venue for the party 
b) Which type of arrangements would be required? 
c) Which type of facilities would be required? 
d) How best the attendees can be entertained?

CONTEXT: The Law Firm is located on the Avenue Louise, in the centre of Brussels. Many of its employees live in the Walloon Brabant, so the venue I am proposing is going to be very accessible to them. The event is going to take place on Sunday, 9th September. Employees have previously had a chance to decide when to hold the event and have voted for this date. Organizing such an event in August would not make sense since many employees are on holiday during this month, especially those who have got children.

a) The venue: 

The Farm of the Castle of Corroy-le-Grand, in the Province of Walloon Brabant, in Belgium (just 20 minutes away from Brussels). It is a beautiful, charming piece of property in the country. The Farm is, of course, much less formal than its castle. The extensive gardens are fantastic, and people enjoy having walks on the property.
It is the perfect setting for a company event, especially around this time of the year.

There are 3 large rooms (room A, the Lounge, room B and room C) and a barn where conferences (or speeches) and concerts can be held because the acoustics are good. 
There is a large non-payable parking.

Logistically, this is a dream for any event manager. Everything has been foreseen and the team at the Farm and Castle are very professional. 
Technical equipment, tables, chairs, sofas and other pieces of furniture are already at the disposal of renters.
The Farm works closely with well-known caterers and entertainers that deliver high-quality services.




b) Arrangements:

· Catering: I am booking “chez Pierre”, the VIP caterer. A cocktail is foreseen in the garden upon guests’ arrival, at 4 PM. Four waiters have been hired by the caterer to wait upon the guests in the garden.
The cocktail is going to be held from 4 to 6 PM. Should it start to rain - (we never know, this is Belgium after all!) -, the cocktail may take place in room A, the lounge area, which is 150 m².
Thus, comfortable sofas, armchairs and low tables will be brought in this room. Warm and cold canapés will be served with soft drinks.

Room A has been booked and set up this way so that employees and Partners may carry on with (professional or private) conversations without being disturbed by the noise coming from the other rooms. Two waiters will take care of the guests in Room A.

· Entertainment during the cocktail: In room C, which is adjacent to room A, the Lounge, an American Jazz piano player will entertain guests with jazzy tunes during the cocktail. Two waiters have been hired to wait upon the guests in that room.
A professional barman (he is quite the performer) and his assistant will prepare both alcoholic and non-alcoholic cocktails at the bar which will be set up in room C.
This type of entertainment usually brings people together, allows them to relax, puts them in a good mood and breaks the ice.

· From 6 to 7.30 PM, a cooking course has been planned in the barn, which is around 300 m². Participants will be divided into groups (ideally 4 groups) as 4 young chefs will teach them to cook two regional dishes, using local produce. Food will be matched to fine wine.

· Speech: From 7.30 to 8 PM, Mr. Gillet, the Senior Partner, will make a speech (about 30 minutes) in room A, the Lounge.

· The award dinner: is to be held at 8 PM. As things are supposed to be more informal, a lovely barbecue has been planned. It will be prepared outdoors. Waiters have been hired to serve guests.
A cold buffet is also going to be offered in the barn (many dishes will appeal to the vegetarians) and a buffet of desserts is foreseen in the barn, too.

· Entertainment in the evening, after dinner: from 10.30 PM to 12.30 PM: a salsa music band will perform, and this will allow people to dance.

· Transportation: Those who do not have a car, may catch a train from Brussels until Ottignies station (a map will be provided). Their fares will be reimbursed by the law firm. A shuttle from the Farm will pick them up at the station at 3.30 PM and will bring them back to the station later in the evening, upon request (there are two different departure times, one at 10.30 PM, the other at 12.30 PM).

QUESTION 3:

‘GLOBAL SOFT TECH’ IS AN IT COMPANY LOOKING TO LAUNCH ITS NEW 
PRODUCT – EASY TO USE AND COST-EFFECTIVE SOFTWARE FOR MANAGING PERSONAL FINANCES. 

IT IS EXPECTED THAT THE PRODUCT WITH ITS IMMACULATE FEATURES WILL BRING A REVOLUTION IN THE SOFTWARE INDUSTRY. 500 PEOPLE HAVE BEEN FORMALLY INVITED TO ATTEND THIS PRODUCT LAUNCH EVENT. 

REPRESENTATIVES OF SOME COMPANIES WILL BE COMING FROM OTHER 
CITIES AND MAY ARRIVE A NIGHT BEFORE.

THE EVENT TIMELINES WILL BE AS FOLLOWS:

· GUESTS ARRIVAL: 5 PM 
· SPEECH FROM THE CHAIRMAN: 5:30 PM 
· SPEECH FROM THE VOICE PRESIDENT: 6:00- 7.00 PM 
· (HE WILL INTRODUCE THE PRODUCT AND WILL PRESENT ITS DEMO) 
· ENTERTAINMENTS : 7 :00- 8 :00 PM 
· DINNER : 8 :00 PM

a) The venue: The 4-star Crowne Plaza Hotel (Hotel le Palace) in the centre of Brussels. It is a stylish hotel that was built in 1908 and is truly one of the landmarks of Brussels.
It is located close to Place Rogier, where the underground station “Rogier” may be found. It is extremely accessible and has got its own underground parking garage with valet service. 
Brussels’ North Station is just a few streets away. Taxis and buses can be found right outside the station. At the station, a shuttle brings passengers and their luggage to Zaventem Airport. From the hotel, it is very easy to go on foot to the Grand Place, or the national theatre, the “Monnaie”. Commercial streets, boutiques, may be found nearby, in the Rue Neuve.

b) Its largest Auditorium has been reserved, as 500 people have been invited to attend this event. Speeches from the Chairman and the Vice-President will be given in the Auditorium. It is a bright and vast room that enjoys natural light.

c) Seating arrangements in the Auditorium: it will be set up in Conference Layout. 

The Auditorium may host up to 700 people and is one of the largest and most comfortable rooms that can be found in Brussels. The hotel enjoys a very fine standing. It is often booked by corporations to launch their companies and products. 



A stage will be set up in the Auditorium as speeches will be presented. 
[bookmark: _GoBack]A desk, a microphone, screen and overhead projector have been foreseen since both speakers would like to use their Powerpoint presentations to animate their speeches. Their assistants will bring their own laptops.
The technical team at the Plaza Hotel will check the sound system.
A rehearsal has been organized on the eve of the event to make sure everything goes smoothly. Speakers will rehearse with the help of their assistants and advisors. Technical support will stand by on the day of the event, from 5 PM to 7 PM.
Ten attendants (young managers) will make sure that guests are correctly and comfortably seated during the speeches in the Auditorium.


Two other large reception rooms (rooms A and B) that are adjacent to the Auditorium have also been booked to host the reception which will start upon the guests’ arrival at 5 PM (thus, from 5 to 5.30 PM).
Two long buffet tables with elegant cold canapés will be set up in rooms A and B to split the attendees. It is not very nice to have to queue for hours before being able to enjoy some food and beverages. This usually frustrates people. This will also enable everyone to help themselves as they wish. Some floral arrangements have been foreseen to decorate the buffet and all the rooms that have been reserved.
c) Seating arrangements in Rooms A and B: Several comfortable lounging areas have been created for the event. Senior employees especially really enjoy comfortable seating. In the middle of these two rooms higher round tables are set for younger people to gather around.

Twelve waiters have been hired to serve drinks to the guests in rooms A and B, from 5 PM to 12 PM.

A smaller lounge room which is next to the cloakroom has been reserved where a temporary secretariat will be set up. Hence, laptops, printers and other office equipment have been foreseen so that all assistants may continue to work during the whole event.
Executive Assistants and Personal Assistants will of course be waiting for the guests’ arrival and will give them their badges, provide them with documentation and explanations.

Before the event (at least 3 to 4 weeks before the event): attendees will have confirmed their attendance and requested a hotel room. It is important to keep an updated and accurate list of people that have requested a hotel room booking, the type of room they will get and the specific expenses they incurred (this is vital to keep up with the expenses and the budget). 
Later, this information will probably have to be conveyed to the Accountancy department. This is why it is important to keep all invoices and receipts.

Assistants will direct the guests and their luggage towards their rooms (a room reservation listing to be given to all assistants). This way hotel staff will be much less monopolized by our guests and can carry on with their usual business.
Assistants will also provide guests with the programme.
A few armchairs and low tables have been brought to that room for those who queue and wish to rest a while in that room.

The cloakroom: Four attendants will help the guests in the cloakroom. Should some guests require to do so, they may leave their luggage with the attendants. They will receive tickets to get their luggage before leaving the venue.

The entertainments: from 7 to 8 PM: as this is an IT company (rather hip and young), a well-known, trendy rock group will be invited to perform.

d) Considerations for dinner: 

· Dinner will be served in rooms A and B.

· Before organizing dinner, it is important to send all attendees some electronic forms to fill in.

We wish to ascertain:

· Their dietary requirements
· Are some people allergic to certain foods? 
· Are there vegetarians? How many? Which dishes should be prepared for them? It is always better to ask and not assume.

· The number of people attending dinner should be confirmed to the hotel chef at least 2 weeks before the event.
· A table plan should be prepared by the assistants and confirmed by their managers (who sits at which table?).
· A floral centerpiece should be foreseen for each table and brought by the florist on the day of the event

· The room’s layout must be determined according to the number of dinner attendees: bearing in mind that we might have a few hundred guests attending dinner, it might be wiser to serve dinner on the ground floor, next to the Auditorium, and set up different serving stations instead of having a conventional seated dinner. 

· Of course, guests should be able to sit at tables to enjoy their meal. I would divide guests into rectangle tables of 20 people (maximum) each.
· In any case, there should be enough serving stations and enough waiters to serve all the guests without making them wait too long.
It might also be interesting to serve quite a few cold dishes, just as long as they remain appetizing and fresh.



People attending a formal dinner in Western Europe expect to be served at the very least:

· A starter
· A main dish (personally, I would foresee fish, meat and a vegetarian dish to please everybody)
· A dessert

e) Dinner duration: for such as large party, I would have dinner from 8 PM to 
11 PM, maybe until 11.30 PM. Some people will be staying at the hotel for the night and will not want to be rushed. It is always a little delicate to ask people to leave but a time limit should be agreed upon because such a large party will also make noise that other hotel guests might not appreciate.
A way to ask people to end the evening politely might be for the 
Vice President, for example, to give a few words to thank people for coming and letting them know that the evening is coming to an end. This should be a clear enough message.
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