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Question 1
i. The types of permits required to meet the necessary requirements for an event are as follows:
a. A Health & Safety Permit which is required to insure the safety of the guests attending the event.  
b. A road closure permit if your event requires any closures around the area or a one-way system put into place.
c. Food vendor permits would also be necessary if you are having any vendors selling food at your event.  
d. If the venue does not hold a suitable license you will either need to submit a Temporary Event Notice or a full premises license application.
e. If you intend to hold a Public event with performance or playback of music then you will require a permit from the Performing Rights Organization who collect fees towards royalty payments for composers.
f. If you will be setting up any temporary structures outdoors such as a marquee, staging or flagpoles, you may need a temporary structures license.
g. If you are selling alcohol at the event and the location does not have a license, you will then be required to apply for a license to sell alcohol.

ii. The importance of a pre-event briefing is to gather all those who will be working at the event to adequately prepare them and briefly run through the plan for the day.  It is to ensure that everyone working at the event is clear of their own responsibilities and to check that all staff are present.  Within this meeting the timetable would be discussed briefly checking for any changes or issues/concerns.  The Communications plan would also be discussed making sure that everyone is aware and on the same page.  It is a chance to check that everyone who should be working at the event is present and has their name badges or tags and knows their station for the day.  If someone hasn’t shown up this is the opportunity to make alternate staffing plans.  It is also a chance to check for any other concerns or issues and too discuss security and emergency plans. This meeting should ideally not last longer than approximately 15 minutes.  

iii. A well-managed ticketing process is essential to conduct a safe and well organized event because firstly if you are for example selling tickets online using a tool like Eventbrite then you can track ticket sales prior to the event and even sell tickets using a facebook page which gives attendees ease of access and promotes the event through many channels. Attendees can easily buy tickets online even using a mobile app.  You can promote your event very easily through any of the available online ticketing tools/websites. This helps you understand how well ticket sales are going and what kind of numbers to expect and thus helps to plan for the safety and security of the guests arriving on the day.  Well planned ticketing can make sure you get a great return on investment and that your event is a success, thus building your reputation as a great Event Manager.  The other aspect of a well-managed ticketing process is that you can easily control the crowd size and manage the arrival of guests in an efficient manner.   

iv. A site plan is a document which contains detailed information on the site / venue that you will be hosting your event in.  This document is shared with all those who will be working at the event.  It will include an external and internal detailed map of the venue with different locations clearly numbered.  The details will include location of the main hall, kitchens, toilets, emergency exits, hallways, stairwells, lifts, entrances, main exits, first aid, location of the main stage, bar, main office, staff rooms, different access routes for staff, attendees, performers and any other relevant locations within the venue.  It will also include nearby landmarks in the surrounding areas outside and the roads accessing the venue.  It should be drawn up on a clear grid layout to make it easy for all to understand.  The reason that this plan is so important is that it helps to plan the event more effectively by identifying any possible issues or concerns with the venue prior to the event and can help stakeholders understand the capacity and layout of the venue if they are unable to do a site visit themselves.   It helps to get a feel if the venue is the correct fit for the event in question by noting things like parking location, surrounding roads, ease of access, ample space and flexibility within the venue and ideal layout that would get the most out of the space available.

Question 2
The benefits of holding a de-briefing after an event are that you can get feedback from all those who worked on the event and feedback from the main clients who attended the event while things are still fresh in everyone’s minds.  All feedback received should be recorded and used to improve the quality of service offered to the client in the future.  Positive feedback will help establish you as a professional Event Manager and generate more clients for you in the future while negative feedback will help you to understand where you can improve your quality of service.  The type of things that are discussed at a de-briefing are what worked well and what didn’t work so well, any positive and negative feedback, if there were any technical difficulties and what were the main successes of the event.  This process if very important in order to enhance the experience of your attendees and to help to create a deeper relationship with the events team working with you and with the key stakeholders.  It would be good to have two separate de-briefs, one with the events team to see how well the plan worked, how people felt they performed in their specific roles and to discuss anything that could be improved.   The second de-briefing should be with the clients chosen team to analyse the attendees experience and their engagement at the event. For example, at a conference the topics covered in the de-brief would be whether the registration process worked well, if there were any disgruntled guests, if all the key note speakers were a success, if the content worked, if the seating arrangements worked well, if anything did not go according to the plan, if there were any major hiccups or complaints, if the food was appreciated, if the entertainment worked and most importantly how to make the experience better for them in the future. This feedback will help to ensure that your future events are successful and innovative. De-briefings should be planned before the event takes place so that they can happen immediately after the event has taken place if at all possible.  They should last no longer than 30 minutes.   

Question 3
Event Management Plan
a. Type of Event – Company Day for all Employees
b. Purpose of the Event 
· Information Sharing 
· Company Business and Community Updates 
· New Product Information Sharing 
· Morale & Networking 
· Awards Ceremony
c. Event Partners  
· Multi-national Company Employees – 800 participants & Guest speakers
· Venue Manager
· Transport Company 
· IT Support company
· Catering company
· Performers / Entertainers 
· Host 

d. Budget Review
Company have set a budget of 300 K for the event to include the following
· Venue hire 
· Light lunch / Water 
· 2 x Tea/Coffee/Snacks break
· 3 course dinner with drinks 
· Entertainment through-out the day 
· A B list celebrity host  
· open bar from 5pm onwards till 12am 
· event management costs
· Equipment hire
· Large LCD screens
· Podiums 
· [bookmark: _GoBack]Cameraman / Photographer / Editing video / Photography
· Chill out zone – masseuse / nail bar / reiki
· Props
· Enhanced Wifi 

Performers / Participants
· Main Host
· Futurist Speaker
· Technology Expert / Evangelist
· Dancers for the Opening of the Event
· Speakers – VP / SVP / Guest Speaker / Employees
· Motivator
· Performers 
· Musicians for evening event
· Closing Awards Ceremony Speaker 


Timelines
20 – 30 Weeks would be an appropriate time to give for an event of this scale in order to locate and book a venue, create a concept, create the content, invite and book potential speakers, decide on the theme and messaging, book performers and a host and get the invite into people’s calendars, set up recurring meetings with the client in order to appropriately plan the event requirements.  

Required resources
Client Company Resources
Event Planner 
Communications lead 
Event Team from the company to work on content, theme, logistics, speakers, activities for networking

Event Management Company Resources
1 Event Manager 
! Event Planner
1 Admin Assistant – for registration / purchasing requirements

On Site on the Day
3 Security personnel
5 Hostesses on the Registration desk 
5 Hostesses managing crowd flow 

1 Event Manager
2 Event Planners
3 Sound Engineers
1 lighting personnel
2 IT experts 
3 Drivers
2 Riggers

Promotional Activities 
Communications plan put in place with the Company Event Manager with timeline for first invitation to go out to employees with registration details and follow up reminder mails with details of logistics to the event such as times / location of coaches going to and from the event.  Design of poster/concept for the event should it be required. 
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