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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. 
Explain the duties and responsibilities of an Event planner/coordinator. 
An events Planner/coordinator is responsible for the logistics of the reservations, ordering of food, marketing, room setup, decorations and entertainment. Many businesses rely on an events coordinator to oversee any risk management issues for example crowd control and security. An example of this would be a festival promoter expects an event planner/coordinator to hire security officers to check ticket holders upon arrival to the venue and provide essential crowd control during the event. A corporate events coordinator might handle national marketing and an outreach to media, a wedding events coordinator may design the program and run the rehearsals from start to finish. 
Outline the main tasks involved in event planning. 
Meeting the client - The event planner will meet the potential client to discuss the event and the requirements needed. Once the Event Planner understands the clients needs they will then discuss the details including location, dates, number of persons attending, food and beverages and any other specific requirements. The first meet with the client you would explain your role during the planning of the event and also the day of the event itself. 
Location of the venue - The client would select a venue or already have a potential venue lined up. Part of the duties of an event planner is to find the right location and reserve it for the preferred date. It will need to be an accessible location to all attendees, enough space and be functional for the event. For a general meeting hotels and halls are standard locations. 
Transportation - The event planner may also arrange transportation to and from the event. For a conference that includes attendees travelling from different countries the planner may coordinate with a travel agent to set up flights, shuttle service, coaches and other transport that may need to be used. Some events take place over a few days in different locations. The planner may rent coaches to transport the guests around to these events. 
Coordinating details - The Planner will then filter the details to the relevant departments for  that day to ensuring enough staff are on shift, food for the event is ordered and is to the requirements of the client. The event planner will be there to make sure everything runs smoothly and are on hand to make sure that the planting of the event is to the requirements between them and the client. If any problems arise during the day it’ll be down to the event planner to interact with management to make sure the issues are ironed out and rectified to maintain a smooth running of the event. 
What are the five Ws in Event Creation and what is their importance when planning an event? 
The 5 W’s are as follows: 
WHO - Who are the prospective attendees? Will there be any VIPS? What special needs might the attendees have ( dietary, physical disabilities) 
WHAT - What are the objectives for the event? Do you have a draft agenda developed? 
WHERE - Whats the location? Any set up requirements? What location will benefit the event and the attendees? is there adequate parking? 
WHY - Why are people going to attend? 
WHEN - When is this event being held? Are there reoccurring dates for the event? Is this an annual event? Is it necessary to have a back up date incase anything goes wrong? 

How should an event planner evaluate a venue to make sure that it best serves the event’s requirements? 

Venue - 
First of all the event planner should make sure the venue is visually right and to what the client would like. This means making sure that the decor within the building is to the standard you’d want as the less ambiance will match the desired feeling of your event. Also are any photos provided by the venue correct and to scale of what you’d want, if you are unhappy with the photos then you could ask for new pictures to be taken or go to the venue yourself to get a feel of it and if it is right for the client and the brief you have been given. Is the layout and floor plan correct to the sizes that you will need to hold the event? as the event planner would need to think of the flow of traffic (high traffic areas such as registration, auditorium doors), event activities (stages, speakers, demo areas, bars). 

Location - 
As the event planner you would need to make sure the location is accessible to everyone as this is an important consideration when choosing the best venue for your event. Some areas to consider are: How close is it to area attractions and events? How far away is it from airport/public transportation? Will the guests be able to locate the venue easily? Is there parking and is it accessible to those needing special accommodations. As the event planner you can check the location by using a map to access the area itself and to see whats around the area as you may put on fun activities to showcase the area itself.  
Amenities - 
Many venues offer different amenities and it is important to know what you’ll going to need for the event. For instance is complimentary WI-FI important? Will you be needing technical support if anything goes wrong and will you have enough space in the venue to provide this? Will you need the venue to supply staff to help you run the event? Are pets welcome? Will you need bathrobes or other complimentary bits in rooms for your guests? Knowing in advance is a great advantage to choosing the best venue for the event. 
Contacts - 
Making note of the names, email addresses and phone numbers for the general manager, sales representatives and the directors of catering. Having a direct contact is helpful to provide the information you need during the research stage and will help coordinate your visit to the venue in the future. 
Dining Options - 
Whether it is a small business meeting or a large formal gala dinner, most events require some aspect of food and drinks for their guests. Look for menus, selections and pricing online to determine if the venues dining options meet your requirements. Regardless of whether the tenure requires you to use their onsite catering or not, it is essential to know what choices the guests will have when outside of the event. 
When arranging for a refreshment break for a group of 1,000 people, an event planner should allow...? 
An event planner should allow a 45 minute break for a group of 1,000 or more, as this allows them to relax and enjoy the refreshments before the next stage of the event continues. 
2. “An event planner is a person with appropriate skills for making timely decisions.” Discuss this. 
Event planners need to be well organised due to keeping client timelines on schedule, budgets are being kept to and any other proposals/changes are being adhered to.The event planner will need to make on the spot decisions that will make sure the event is still running smoothly without any faults that have occurred. In any event things will go wrong and sometimes the event planner may not find this out until the day of the event, this is where having the skill of resilience and adaptability will come in handy. This will help the event planner overcome the challenges at the event. The best event planners will have to be cool, calm and collected in front of the clients but behind the scenes they have the ability to think quickly on their feet to iron out any of the faults. It is hard for the event planner to make sure that the quick thinking that they do is right for the event and is in line with the brief that they have been given from the client. 
3. Write a short note on “the benefits of successful and safe events.” 
The success of an event depends on every element and every person involved in the project doing their job to a high standard at the correct time and in the right place, which requires flexibility and a lot of cross-team communication which requires managing so many different people at one time takes a lot of versatility. Having the right contacts as well will be a benefit as this will ensure the smooth running of the event due to a connection you may have with them. This would also benefit the brief made by the client, as you’ll be able to give them an insight into what the initial cost of the event could be and this could be in line with their budgets. Knowledge and experience of the best locations and venues for any event will be a bonus as without any of this it’ll be more costly to the client due to the many meetings you’d have with them to make sure everything is to what they want. Another factor to think about would be security, is the event at a high risk that you’ll need security but again to make sure the guests feel safe it would still be advisable to have this factor in place as to the guests and the client it shows safety is in your best interest. 






Case Study: (8) 
Adam is an event planner and deals particularly in the area of special party celebrations. 
He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be the sequence of working procedures? (Please rewrite the following in the correct order) 
1. Carefully interviewing client to establish his goals, objectives, and budget.
2. Budgeting
3. Food and catering arrangements
4. Decorating
5. Acquisition of permits 
6. Monitoring the event 
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