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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. The responsibilities and duties for an event planner/coordinator consist of creating event proposals which fit each client’s requirements and present proposals by deadlines. To maintain working relationships with vendors and venues, planning event aspects, such as venue, seating, dining and guest list. Delegating event planning tasks to other staff members where necessary. Demonstrating to client’s strong knowledge of the venues and vendors offering and taking clients on tours of venue possibilities. Plan the scope of the event including time, location, program and cost. Work with clients to choose where to hold the event and who to contract for services. Inspect places to ensure they meet client requirements. Confer with on-site staff to coordinate details. Monitor event activities to ensure clients and attendees are satisfied and review event bills and approve payments.

2. The main responsibilities of an event planner are; Event planning, design and production within time limits. Working with clients to identify their needs and ensure customer satisfaction. Organizing facilities and details such as décor, catering, entertainment, transportation, location, invitee list, special guests, equipment and promotion materials. Conduct market research, gather information and negotiate contracts prior to closing any deal.

3. The 5 W’s in event creation are; Why, Who, When, Where, What.                               Answering these questions will help you determine things such as the event marketing plan, cost, logistics/food, set-up, parking etc. Also, what kind of local accommodation maybe needed. For example, Why? Why are we putting on the event? Why would people want to attend? What would the attendees take-aways be? Who? Who are your prospective attendees? Are there VIP attendees? What special needs might these attendees have (dietary, physical disabilities)? When? When is this event being held? Are there reoccurring dates? Is this an annual event? Is it necessary to have a backup date? What? What are the objectives for this event? Do you have a draft agenda developed? Finally, Where? What are your space and set-up requirements for this event? Will there be multiple locations? What location will be the most conductive for the prospective attendees? Is there adequate parking?

4. The event planner should of course go view the venue to make sure and consider the specification of space required. Also, too look into promotional activities eg. Banners, Signs. Suitable for weather changes, ask to see pictures of previous events held there and what audio/visual equipment they have. What other services they provide; catering, parking, security and of course fees and what’s included. Make sure of entrances are accessible for attendees with physical disabilities.

5. As an event manager you do need to make timely decision especially with last minute unexpected problems. Make sure to have everything on hand the whole time. The ability to swiftly respond to unexpected problems which may arise is good for maintaining a secured environment.Even which the general planning of your event you may not always have a lengthy time scale.   
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