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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. 
	1.
i. Opening Ceremonies for events are generally different from the event itself and in some cases could be an event in its own right. These ceremonies will frequently require entertainment in the form of marching bands, dancers, fireworks display, live music being performed or background music. 

This entertainment may be completely different from the event that is being opened and therefore attract a different audience. For example, some people may only want to attend the opening ceremony at the Olympics but not attend any of the sporting events.

ii. It is important to define the vison for a meeting before planning it as no two events are exactly the same. It is important to identify the purpose of the meeting, whether it is to make connections, deliver a specific message, teach the attendees etc.
Once the vision has been defined the essential items for the meeting can be put in place like the venue and seating layout, speakers and content, any accommodation required for guests, equipment, transportation arrangements, and parking permits, etc.   
iii. The main tasks that a wedding planner needs to perform are:
· Picking a venue or venues for the ceremony and reception.
· Ensuring that a budget is Getting involved with budget issues and providing the right input in the form of budget analysis and preparation
· Producing a timetable for the wedding and any pre-wedding events and ensuring that the timetable is kept too.
· Assisting the client in choosing a dress for the bride, dresses for the bridesmaids and appropriate attire for the groom and his party.
· Ensuring the theme and colour arrangements are organised and consistent.
· Arranging any provisions for guests with accessibility challenges such as ramps for entry and exit and toilet facilities.
· Dealing with accommodation and transport arrangements for the guests including transport between different venues (Church/Registry office and venue for reception).
· Organising any speech preparation and rehearsals that are required.
· Arranging any security to deal with troublemakers or gate-crashers and to ensure the safety of guests’ personal possessions and vehicles.
· Setting up the venue and managing the delivery and setup of decorations and entertainment equipment.
· Managing the break-down and clean-up of the venue after the wedding.
· Planning honeymoon for the couple including transport to hotel, airport etc.
· Ensuring that any items hired for the wedding are returned to their owners.


iv. Putting in place good security measures when planning an event will ensure efficient running of the event day operations by reducing any disruption to the event plan through attendees having belongings stolen or damaged and of any misunderstandings or arguments turning into more serious incidents of violence.

To achieve this, it is important to ensure enough security provision is in place in all areas of the venue including the car parks, before, during and including the event break-down and that the security personnel have clear roles and responsibilities. 

v. Important factors to be considered when planning a conference are;
· The venue should meet all the conference requirements including accommodation for the guests, catering facilities, enough additional rooms for breakout sessions and Wi-Fi or printing facilities.
· Technology should be used to enhance the message the conference is trying to get across to delegates. Advanced technology could be used to create a dedicated website, interactive videos or the use of tablet computers could all be used to enhance the event.
· The speakers should be chosen who will engage the audience. To keep the audiences interest it is a good idea to have a master of ceremonies who can introduce the speakers while entertaining between them. 
· The catering should be something for the delegates to remember. This can be achieved by simply having branded cakes, sweets and mints throughout the day(s). If serving a meal, something that is traditional that will be enjoyed by everyone. Vegetarian and other options based on specific dietary requirements should be offered. This can be done by asking your delegates their requirements as part of the planning process.
· If your delegates are travelling from different parts of the country, you will need to consider accommodation. As well as ensuring there is enough accommodation, it should be of the right standard for your event and close to the conference venue. Details of the different accommodation options should be sent to the delegates in advance.
· Plan to keep the delegates up to date on details of the day. This will allow them to plan their day and get the most from the conference. Using advances in technology a branded memory stick could be sent with the relevant information or an app created that contains the schedule of the day.
2. There are two main sectors for event planning, corporate and social. These can be broken down in categories and in some cases sub-categories.

Corporate events are held by companies where the participants are mainly staff, clients, stakeholders, the public, and consumers of the services of the corporate firms sponsoring the events. 

Corporate events include conventions, seminars, meetings, conferences and parties or special events. These events will have a vision based on the purpose, idea, or message that a company wants to convey to the participants. This will be at the heart of the planning for these types of events. 

Differences in the planning of each corporate event type will come from the purpose or vision as this will dictate the size, complexity and demographic of the attendees as well as the need for entertainment, food and drink. Depending on the size of the corporate event, an event planner or team of event planners will be put in place to plan, organise and coordinate activities. The corporate organisation sponsoring or hosting the event will make major decisions but should use the planner’s guidance in doing this.
Some corporate events are created for an entire industry like a comic convention or the Ideal Home exhibition. These sorts of events are made up of several smaller corporate events, organisations would have stands to display and/or sell their products, seminars would be given in alternative areas, possibly meetings between different companies could be organised and special events or parties arranged for the evenings. Because of their size these events, the number of events making up the convention and the different types of attendees (public and corporate sponsors) they are more complex and would require a team of event planners.

Social events are held for entertainment or to celebrate an occasion. They can be split into two categories leisure events and private events. Leisure events include sports events, festivals, concerts and fashion shows. Private events include weddings and parties for special occasions.

Sports events can be participation or spectator events. A participation event involves the attendees taking part. The planning for this would require the correct venue/space to be chosen, equipment provided, information to the competitors about timings and required kit, and refreshments for the competitors. There may also be a need to transportation to get the competitors to and from the venue/space. There may also be the need to obtain any permits or requests are granted, such as erecting goal posts in a public area, and ensure insurance is in place in case of injury to any of the competitors.

Depending on the size of the participation event, it may require one event planner for a school sports day or a team of event planners for a major athletics event or football match/tournament. 

A spectator event would involve planning transportation to and from the venue including a suitable meeting point for pick-up, providing information to attendees about timings and dress codes and organising refreshments during the day. Again insurance may be required to cover the spectators and permits or requests are granted, such as erecting gazebos for picnics or the use of certain types of cameras.

In an example such as a day at the races for a group of friends, this would only require one event planner. However, if the event planner was working at a sporting venue, such as a football stadium or racing track, they would be part of a team. The team would deal with both spectators and participants as well as any broadcasters or filming of the events, considering all the plans for each. 


Case Study 
a) Although the venue is already booked George should find out details about where the venues are, contact details so he can introduce himself. He could then find out how large the venues are, what accommodation is available, accessibility for guests and parking. He would also need to know what the venue(s) are including in the hire i.e. does it include catering, is it a package that includes entertainment or rooms for the guests etc.

It will be important for George to find out how much the venues have cost. Approximately half the budget is usually required for the ceremony and reception venues so he can advise the couple on the budget for the rest of the wedding. With the budget in mind he would also need to find out how many guests they were looking to invite.

After discovering more about the venues, George could then find out what transport the bride and groom would like to use to get to the ceremony, from the ceremony to the reception and any transport required for them afterwards. He could also discuss transport for the guests if required.

George should also talk to the couple about the theme and colour schemes they would like. He will know lots of suppliers to get good deals and add ideas for the dresses/suits, invitations, flowers, decorations and entertainment in line with the theme.

b) Some of the things George can still help the couple with are;
· Liaise with the venue(s) going forward and other vendors.
· Help select dresses for bride and bridesmaids and suits for the groom and his best man etc.
· Menu for the wedding reception including arranging tasting.
· Decide on the drinks for toast and tables.
· Source table gifts for guests and gifts for best man and bridesmaids.
· Advice for speeches and vows.
· Hiring of transport to and from the ceremony and reception.
· Discuss and book Honeymoon for the couple.
· Create a schedule of events during the day i.e. arriving and leaving ceremony, arriving at reception, welcome drinks, speeches before or after wedding lunch/dinner, entertainment arriving and starting.
· Manage the whole wedding day dealing with any tricky situations to leave the bride and groom to enjoy their day.



c) Wedding-related tasks will take up a great deal of the couple’s free time. Hiring George allows then to hand over the more time-consuming responsibilities to him such as scheduling appointments, dealing with vendors, and working through the issues of their wedding day.
George will be able to help with budgeting and scheduling. As a wedding planner he will be able to get the best deals from vendors and stores. He will also ensure that the couple keep to schedule ensuring all tasks are completed when required. 
As well as getting the best deals George should have regular interactions with florists, caterers, DJs, stationery designers, hair stylists, and photographers. He will be able to recommend the best vendors for the occasion saving time on searching for them. 
As a wedding planner, George will have numerous original ideas for the ceremony and reception, which he can brainstorm with the couple. It might be a unique centrepiece or memorable entertainment.  
George will have experience of difficult situations that arise and will be able to give the couple advice on these during the planning process and especially any that arise on the wedding day.
On the wedding day, George should take manage the venue and vendors, coordinating logistics, and ensuring that everything runs smoothly. If any issues arise during the ceremony or reception, he'll be there to deal with them which will leave the couple to enjoy their special day.
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