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Question i) : Explain the duties and responsibilities of an events planner / coordinator.
· Q1i)
 The duties of an event planner is to plan an event ensuring all legal requirements will be for filled.

The events coordinator will probable be organising this event on behalf of a company for a client, both of who the events coordinator has to please.  If the events coordinator was planning his own event for his own company he would still need to be aware of the needs of all those taking part in the event.

In order that the events coordinator can plan an event they need to be aware of the purpose of the event. Does the event need to make a profit? What type of event is it and are all the correct requirements provided, for example : has age, ability and specific needs both of performers / corporations and attendees been taken into account?

The events coordinator needs to understand why the event is being organised. The event may be a conference  for a company. The event could be simply to promote a one or more products. The event could  held to increase awareness on a particular topic. The event could be a celebration, if this is the case the events Coordinator needs to understand what is being celebrated. The celebration could be a birthday party or a wedding or a community celebration. The event planner needs to know the name of the person who's birthday it is or the names of the couple getting married and any other V.I.P.'s

Is the event gained access to by selling tickets and is this a guaranteed income? Is the events coordinator responsible for selling the tickets or  who's duty is this and how is this going to be done? Once any money has been collected the coordinator needs to know where this will be put for safe 
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keeping? Is the event expected to make a profit? It may be easier to raise money for a charitable event than a cooperate event.

It is the event coordinators responsibility to ensure the correct controls are put in place. The coordinator should have plans in place should events not go to plan both in the planning stages and on the day / days while the event is in progress. The events coordinator needs to know how many people are coming to the event and what are the requirement of those people. If the event is a public event then the planner needs to assess the target audience and there needs for example a dog show will not only require facilities for the people, but also the dogs.

The event planner may be given a date on which to plan an event. However if a date has not yet been decided on then it is important to gain the optimum date. There may have to be a compromise due to inhibitive costs. i.e. a Saturday may be more profitable, but the area required for the event
may be more expensive at the weekends to hire negating the possible extra profit or simply be beyond the initial budget. The event planner should be aware of the dates of other similar events and where possible avoid these dates if this will affect the number of attendees.. Other local events may low attendance to your event and or cause congestion for those travelling to the event you are planning.

This brings me on to of where to hold the event. For this the event planner needs to know what type and size of event is being planned, the budget for the venue and what facilities are required. For most events toilet facilities are essential. There needs to be adequate parking or travel arrangements for those attending. Choosing the correct venue is very important. One could not hold a bike race in a five star hotel nor a swimming race in unsafe waters. The venue must have the required facilities. If the venue is used for other events then it may be important to keep groups separate this may require carefully timed planning particularly if you only have one dinning area. Public areas may require security devices or security staff keeping people and their belongings safe. Booking a large hall for a small event may seem to make sense if you are hoping the event will grow, but at the time it makes the event seem under attended and not as successful as a small event in a crowded small venue would feel. The venue must meet modern day health and safety regulations.

 It may be the events coordinators responsibility  to arrange the venue. A good venue should have adequate up to date kitchen facilities. Menus / snacks / Tea and coffee may need to be arranged. If completing your own catering then many factors come into planning for example : planning and ordering the food ? Ingredients, hiring or buying serving dishes crockery and cutlery, condiments and may be glasses. The planner needs to know if bar facilities are required- the costs of drinks is usually covered by attendees. This helps avoid misuse and lowers wastage. There may be a theme for the event and that theme needs to be enhanced in the atmosphere and 
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decoration of the venue. The budget of this needs to be arranged prior to the event. There may be helpers, waitresses entertainers to add into the budget. Safe lighting in all areas should be provided particularly entrances and exits areas to fire exits. Do not forget to allow a for the costs of clearing up after the event.

Once all plans are in place it is the event planners job to ensure that the plans come to fruition. All items that have been hired should have the correct safety standards in place. When these hired items are received they should be checked to ensure that they are not damaged before they arrive or during transit. Have a time schedule to ensure that the event runs to plan and follow back up plans should the event not go as the original theoretical plan. Where possible foresee problems and take immediate action to follow the back up plan available to solve these issues. It is the events coordinators responsibility to ensure the safety of all at the event from their entrance to the event, while at the event and when exiting the event.

After the event all hired items must be in good order else costs may be involved. when items are returned. .If your event is popular and any debris

or litter tidied up and removed then you may be asked to repeat the event again. If the  coordinator is employed by a venue it may be responsibility for the events coordinator to prepare the venue for the next event.

A well ran event could promote future events as happy clients have associates that may also wish to book your services. It could be useful to make an assessment of the event to aid planning future events.
Question ii) : Outline the main tasks involved in event planning.

· Q1ii)
The following could be involved in the production of an event.

· Asses requirements for this event.

· Meet other parties involved in creating this event. The planner needs to

assess the planning needs and understand why the event is being put on?

· Research the legal requirements / Licences required for this event and where

unsure seek appropriate professional advise.

· Seek and meet clients, corporations, sellers for this event.

· Book a hall / venue.

· Ensure the venue has all the required facilities for both performers / clients /

stall holders and attendees including any specific requirements.

· It may be that persons either attending the event or staffing the event require 
accommodation. The cost for this has to be taken into account.

· Hire any goods and ensure the quality of these items are checked on arrival.

· Hire any services and ensure these services come with the necessary legal

requirements, a good recommendation and any insurance and back 
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up

procedures are in place.

· Employ staff / check adequate levels of staff are available meet both clients

and attendees, thus having a well ran event.

· A diary while planning of the event may help remembering both what needs 

to be done and in what order and help check all is going to plan. For example that the correct band has been hired and that all there equipment arrives safely and on time and not while the bride is having her photo shoot.

· The event coordinator should keep records and insure receipts are kept for

tax or any other purposes.

· It is essential that all accounts are kept up to date and that all money is

securely kept.

· It is important that adequate parking, security and facilities are 

supplied for

the attendance of dignitary's  / V.I..P's

· It is important that hired items are returned in good condition else fees may

be applied by the supplier. Logistical control at the event is essential.

· It is important that hired items are returned in good condition else fees may

be applied by the supplier. Logistical control  at the event is essential.

· The coordinator may have to organise transport arrangements for the

parties involved and arrange suitable parking or drop off and pick up

Facilities for the event.

· The required cleaning / tidying up equipment should be available.

· The venue and associated roots should be cleared up after the event and it is 

the coordinators responsibility to ensure this is completed.
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Question iii) : What are the five W's in event creation and what is their importance when planning an event?

· Qiii) These are the five W's used in creating an event.

· 1)Why are we putting on the event?

· 2)Who is attending the event?

· 3)When is the best time to stage the event and is this a practical /possible arrangement?

· 4)Where is the best place to stage this event and can this be arranged?

· 5)What concept or idea will best serve the purpose of this event?

Regarding 1) It is important to understand fully the desired end result. You can not for fill a task if you do not know the aim of that task. For example : it may not be practical to put on a free event if the aim is to make a profit.

Regarding 2) It is important to know who you have coming to the event so that you are able to tailor the event to their requirements and may be make the event special for that person or organisation.

Regarding 3) Every planned event has constraints time being one of them. The timing of the event is important both to the main parties involved and also to other attendees. A bride may be happy to arrange a wedding a few hours or days later, but not happy to put the event of for a whole year. The guests attending a wedding may have some distance to travel and thus be unable to attend at 9am in the morning. Other events on the same day as the event you are planning may affect transport or parking arrangements or the people you want to attract may be attending the other event.

Regarding 4) A good well run event should have all the required facilities for all parties involved in the event. It should ideally be the best fit for the event not too big and not too small. When deciding what venue you want may affect when you can book. You will not be able to book a date at a venue that has already been booked on the day you want the event. The travel and parking costs may be a major factor on deciding where the event takes place. The budget constraints are probable a huge factor when choosing a venue. The events initial budget or estimated profit may affect what venues are available. You may want your venue to be in a particular setting, perhaps one that has glorious view for the wedding photographs. You may want a night club setting for a performing rock band. However if the event is likely to make excessive noise or disturbance you will need to take into account the surrounding residents. The local restrictions or other conflicting events may help decide which venue is chosen.

Regarding 5) It is often a good idea to gain as much information on what concept or theme is possible as well as what is desired. A theme with flexibility can be useful. For example cancer research use pink ribbons as their emblem, but the theme of pink can carried through an event in many forms from flowers, to cloths to pink painted walls. Brainstorming as many ideas as possible at the planning stages is a way of getting recording initial ideas, but then this need to be organised into a practical affordable planned realistic idea.

Question v) : When arranging for a refreshment break for a group of 1000 people 
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an event planner should allow how long?

Q v)  When arranging for a refreshment break for a group of 1000 people an event planner should allow 30 minutes.
Question 2) :  An event planner is a person with appropriate skills for making timely decisions. Discuss

Q 2) Good planning at the beginning of an event is the key to its success. Planning and keeping to time schedules is an essential part of an event coordinators job. It is also important to have back up plans organised. Creating a written diary of the planned event and having set schedules set in that diary plan and sticking to those schedules where ever possible is part of producing a smooth running event..

It is essential to manage meetings and timed events. People attending a meeting
also have time schedules to and will expect to leave the meeting at the designated time. It is essential that all attendees to the meeting leave with the correct information. It could be quite problematic if the purpose of a meeting was to pass on important information and then due to the meeting not keeping to its time schedule some attendees left without that information or training.  When beginning a meeting it is often useful to explain the time restraints and allow a set time for questions at the end of the meeting and may be have a 2 week cooling of period to allow amendments to bookings. one can not prevent a fire alarm system causing an evacuation of the building. If the meeting is on time or ahead of schedule and the required paper work has been filled in and signed, then may be any lost time to train the attendees or book a client can be sent via Email. If the enquire / attendee has any further questions these can be answered via Email or telephone.

It is important to arrange the timing and logistics both up to the event and when the event occurs. The drop off area for the equipment for a band may be the same drop off area as the delivery area for food and supplies at the event and they both can not be in the same position at the same time. Both lots of goods may well be heavy and thus want to be as near to the entry point as possible due to their weight. The weather if it rains may also make it desirable to be as near to the entry point as possible and any chilled or frozen goods deliveries need to be attended to quickly to avoid losses. Thus it is important to plan and control schedules at this drop of point and do as much as practical to ensure the companies dropping know this schedule you have and keep to both arrival schedules and leave within the required time also.

It is illogical to employ bar staff for an event when the bar can not be built prior to that event. Good prior planning and sticking to time schedules will allow the event to run smoothly and if there are any interruptions to the initial plans then the back up plan you have organised will become essential. For example If you did have this problem at a venue provided you had all the correct licences and staff you may be able to hire a marquee to house the event.

It is essential to allow adequate time after the event to ensure that the venue is clean ensuring any deposit is returned.
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After an event it is often useful to reflect on what went well and what was not as successful. Writing up notes on these happenings can be a useful aid when planning future events.
Question 3) : Write a short note on the benefits of a successful and safe event.

Q 3) If an event is successful then not only does it reflect well on the event coordinator, but also those trusted companies and people who have also been part of the plan. Any person or company giving a recommendation to other future clients may help build relations if future events are planned.

Having a back up planned should circumstances change will help you make a speedy decision and save any accidents or confrontations. Not everyone will be happy with a change in plans, but apologizing and following good health and safety policy's will be the best decision. 

It is important that those requesting the event know what to expect and getting what they expect will be part of the success story  It is important that the plans and logistics are kept on schedule. A well planned event will have the best schedule to move both people, equipment, goods and if part of the event animals from beginning to the end of the event. This avoids conflict that could between any parties. Having a successful event will allow you the event coordinator to use the same performers or delivery companies e.t.c. Keeping good, but precise terms with other companies ensures reliable good services for your events and keeps costs of repair cleaning and the return of deposits low..

A well run event for a Corporation may help their business sales and future communications with you and other business partners.. A well run event for a community organisation could help a local club gain a sponsorship deal. A good plan should follow good health and safety practices. This will lower the possibility of accidents. Insurance cost for future events will be lower if your event is not  liable for any accidents.
Question 3 / case study) Put in the correct order.

f) Carefully interview client to establish his goals, objectives and budget.

e) Budgeting.

a) Acquisition of permits.

b) Food and catering arrangements.

d) Decorating.
c)Monitoring the event.
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Question i) : Explain the duties and responsibilities of an events planner / coordinator.
· Q1i)
 The duties of an event planner is to plan an event ensuring all legal requirements will be for filled.

The events coordinator will probable be organising this event on behalf of a company for a client, both of who the events coordinator has to please.  If the events coordinator was planning his own event for his own company he would still need to be aware of the needs of all those taking part in the event.

In order that the events coordinator can plan an event they need to be aware of the purpose of the event. Does the event need to make a profit? What type of event is it and are all the correct requirements provided, for example : has age, ability and specific needs both of performers / corporations and attendees been taken into account?

The events coordinator needs to understand why the event is being organised. The event may be a conference  for a company. The event could be simply to promote a one or more products. The event could  held to increase awareness on a particular topic. The event could be a celebration, if this is the case the events Coordinator needs to understand what is being celebrated. The celebration could be a birthday party or a wedding or a community celebration. The event planner needs to know the name of the person who's birthday it is or the names of the couple getting married and any other V.I.P.'s

Is the event gained access to by selling tickets and is this a guaranteed income? Is the events coordinator responsible for selling the tickets or  who's duty is this and how is this going to be done? Once any money has been collected the coordinator needs to know where this will be put for safe keeping? Is the event expected to make a profit? It may be easier to raise money for a charitable event than a cooperate event.

It is the event coordinators responsibility to ensure the correct controls are put in place. The coordinator should have plans in place should events not go to plan both in the planning stages and on the day / days while the event is in progress. The events coordinator needs to know how many people are coming to the event and what are the requirement of those people. If the event is a public event then the planner needs to assess the target audience and there needs for example a dog show will not only require facilities for the people, but also the dogs.

The event planner may be given a date on which to plan an event. However if a date has not yet been decided on then it is important to gain the optimum date. There may have to be a compromise due to inhibitive costs. i.e. a Saturday may be more profitable, but the area required for the event may be more expensive at the weekends to hire negating the possible extra profit or simply be beyond the initial budget. The event planner should be aware of the dates of other similar events and where possible avoid these dates if this will affect the number of attendees.. Other local events may low attendance to your event and or cause congestion for those travelling to the event you are planning.

This brings me on to of where to hold the event. For this the event planner needs to know what type and size of event is being planned, the budget for the venue and what facilities are required. For most events toilet facilities are essential. There needs to be adequate parking or travel arrangements for those attending. Choosing the correct venue is very important. One could not hold a bike race in a five star hotel nor a swimming race in unsafe waters. The venue must have the required facilities. If the venue is used for other events then it may be important to keep groups separate this may require carefully timed planning particularly if you only have one dinning area. Public areas may require security devices or security staff keeping people and their belongings safe. Booking a large hall for a small event may seem to make sense if you are hoping the event will grow, but at the time it makes the event seem under attended and not as successful as a small event in a crowded small venue would feel. The venue must meet modern day health and safety regulations.

 It may be the events coordinators responsibility  to arrange the venue. A good venue should have adequate up to date kitchen facilities. Menus / snacks / Tea and coffee may need to be arranged. If completing your own catering then many factors come into planning for example : planning and ordering the food ? Ingredients, hiring or buying serving dishes crockery and cutlery, condiments and may be glasses. The planner needs to know if bar facilities are required- the costs of drinks is usually covered by attendees. This helps avoid misuse and lowers wastage. There may be a theme for the event and that theme needs to be enhanced in the atmosphere and decoration of the venue. The budget of this needs to be arranged prior to the event. There may be helpers, waitresses entertainers to add into the budget. Safe lighting in all areas should be provided particularly entrances and exits areas to fire exits. Do not forget to allow a for the costs of clearing up after the event.

Once all plans are in place it is the event planners job to ensure that the plans come to fruition. All items that have been hired should have the correct safety standards in place. When these hired items are received they should be checked to ensure that they are not damaged before they arrive or during transit. Have a time schedule to ensure that the event runs to plan and follow back up plans should the event not go as the original theoretical plan. Where possible foresee problems and take immediate action to follow the back up plan available to solve these issues. It is the events coordinators responsibility to ensure the safety of all at the event from their entrance to the event, while at the event and when exiting the event.

After the event all hired items must be in good order else costs may be involved. when items are returned. .If your event is popular and any debris or litter tidied up and removed then you may be asked to repeat the event again. If the  coordinator is employed by a venue it may be responsibility for the events coordinator to prepare the venue for the next event.

A well ran event could promote future events as happy clients have associates that may also wish to book your services. It could be useful to make an assessment of the event to aid planning future events.

Question ii) : Outline the main tasks involved in event planning.

· Q1ii)
The following could be involved in the production of an event.

· Asses requirements for this event.

· Meet other parties involved in creating this event. The planner needs to assess the  
planning needs and understand why the event is being put on?

· Research the legal requirements / Licences required for this event and where unsure 

seek the professional advice.

· Seek and meet clients, corporations, sellers for this event.

· Book a hall / venue.

· Ensure the venue has all the required facilities for both performers / clients / stall 

holders and attendees including any specific requirements.

· It may be that persons either attending the event or staffing the event require 


accommodation. The cost for this has to be taken into account.

· Hire any goods and ensure the quality of these items are checked on arrival.

· Hire any services and ensure these services come with the necessary legal 


requirements, a good recommendation and any insurance and back up procedures 

are in place.

· Employ staff / check adequate levels of staff are available meet both clients and 


attendees, thus having a well ran event.

· A diary while planning of the event may help remembering both what needs to be 

done and in what order and help check all is going to plan. For example that the 


correct band has been hired and that all there equipment arrives safely and on time 

and not while the bride is having her photo shoot.

· The event coordinator should keep records and insure receipts are kept for tax or any 

other purposes.

·  It is essential that all accounts are kept up to date and that all money is securely kept.

· It is important that adequate parking, security and facilities are supplied for the 


attendance of dignitary's  / V.I..P's.

· It is important that hired items are returned in good condition else fees may be 


applied by the supplier. Logistical control  at the event is essentail.

· The Coordinator may have to organise transport arrangements for the parties 


involved and arrange suitable parking or drop off and pick up facilities for the event.

· The required cleaning / tidying up equipment should be available.

· The venue and associated roots should be cleared up after the event and it is the 


coordinators responsibility to ensure this is completed.

Question iii) : What are the five W's in event creation and what is their importance when planning an event?

· Qiii) These are the five W's used in creating an event.

· 1)Why are we putting on the event?

· 2)Who is attending the event?

· 3)When is the best time to stage the event and is this a practical /possible arrangement?

· 4)Where is the best place to stage this event and can this be arranged?

· 5)What concept or idea will best serve the purpose of this event?

Regarding 1) It is important to understand fully the desired end result. You can not for fill a task if you do not know the aim of that task. For example : it may not be practical to put on a free event if the aim is to make a profit.

Regarding 2) It is important to know who you have coming to the event so that you are able to tailor the event to their requirements and may be make the event special for that person or organisation.

Regarding 3) Every planned event has constraints time being one of them. The timing of the event is important both to the main parties involved and also to other attendees. A bride may be happy to arrange a wedding a few hours or days later, but not happy to put the event of for a whole year. The guests attending a wedding may have some distance to travel and thus be unable to attend at 9am in the morning. Other events on the same day as the event you are planning may affect transport or parking arrangements or the people you want to attract may be attending the other event.

Regarding 4) A good well run event should have all the required facilities for all parties involved in the event. It should ideally be the best fit for the event not too big and not too small. When deciding what venue you want may affect when you can book. You will not be able to book a date at a venue that has already been booked on the day you want the event. The travel and parking costs may be a major factor on deciding where the event takes place. The budget constraints are probable a huge factor when choosing a venue. The events initial budget or estimated profit may affect what venues are available. You may want your venue to be in a particular setting, perhaps one that has glorious view for the wedding photographs. You may want a night club setting for a performing rock band. However if the event is likely to make excessive noise or disturbance you will need to take into account the surrounding residents. The local restrictions or other conflicting events may help decide which venue is chosen.

Regarding 5) It is often a good idea to gain as much information on what concept or theme is possible as well as what is desired. A theme with flexibility can be useful. For example cancer research use pink ribbons as their emblem, but the theme of pink can carried through an event in many forms from flowers, to cloths to pink painted walls. Brainstorming as many ideas as possible at the planning stages is a way of getting recording initial ideas, but then this need to be organised into a practical affordable planned realistic idea.

Question v) : When arranging for a refreshment break for a group of 1000 people an event planner should allow how long?

Q v)  When arranging for a refreshment break for a group of 1000 people an event planner should allow 30 minutes.

Question 2) :  An event planner is a person with appropriate skills for making timely decisions. Discuss

Q 2) Good planning at the beginning of an event is the key to its success. Planning and keeping to time schedules is an essential part of an event coordinators job. It is also important to have back up plans organised. Creating a written diary of the planned event and having set schedules set in that diary plan and sticking to those schedules where ever possible is part of producing a smooth running event..

It is essential to manage meetings and timed events. People attending a meeting also have time schedules to and will expect to leave the meeting at the designated time. It is essential that all attendees to the meeting leave with the correct information. It could be quite problematic if the purpose of a meeting was to pass on important information and then due to the meeting not keeping to its time schedule some attendees left without that information or training.  When beginning a meeting it is often useful to explain the time restraints and allow a set time for questions at the end of the meeting and may be have a 2 week cooling of period to allow amendments to bookings. one can not prevent a fire alarm system causing an evacuation of the building. If the meeting is on time or ahead of schedule and the required paper work has been filled in and signed, then may be any lost time to train the attendees or book a client can be sent via Email. If the enquire / attendee has any further questions these can be answered via Email or telephone.

It is important to arrange the timing and logistics both up to the event and when the event occurs. The drop off area for the equipment for a band may be the same drop off area as the delivery area for food and supplies at the event and they both can not be in the same position at the same time. Both lots of goods may well be heavy and thus want to be as near to the entry point as possible due to their weight. The weather if it rains may also make it desirable to be as near to the entry point as possible and any chilled or frozen goods deliveries need to be attended to quickly to avoid losses. Thus it is important to plan and control schedules at this drop of point and do as much as practical to ensure the companies dropping know this schedule you have and keep to both arrival schedules and leave within the required time also.

It is illogical to employ bar staff for an event when the bar can not be built prior to that event. Good prior planning and sticking to time schedules will allow the event to run smoothly and if there are any interruptions to the initial plans then the back up plan you have organised will become essential. For example If you did have this problem at a venue provided you had all the correct licences and staff you may be able to hire a marquee to house the event.

It is essential to allow adequate time after the event to ensure that the venue is clean ensuring any deposit is returned.

After an event it is often useful to reflect on what went well and what was not as successful. Writing up notes on these happenings can be a useful aid when planning future events.

Question 3) : Write a short note on the benefits of a successful and safe event.

Q 3) If an event is successful then not only does it reflect well on the event coordinator, but also those trusted companies and people who have also been part of the plan. Any person or company giving a recommendation to other future clients may help build relations if future events are planned.

Having a back up planned should circumstances change will help you make a speedy decision and save any accidents or confrontations. Not everyone will be happy with a change in plans, but apologizing and following good health and safety policy's will be the best decision. 

It is important that those requesting the event know what to expect and getting what they expect will be part of the success story  It is important that the plans and logistics are kept on schedule. A well planned event will have the best schedule to move both people, equipment, goods and if part of the event animals from beginning to the end of the event. This avoids conflict that could between any parties. Having a successful event will allow you the event coordinator to use the same performers or delivery companies e.t.c. Keeping good, but precise terms with other companies ensures reliable good services for your events and keeps costs of repair cleaning and the return of deposits low..

A well run event for a Corporation may help their business sales and future communications with you and other business partners.. A well run event for a community organisation could help a local club gain a sponsorship deal. A good plan should follow good health and safety practices. This will lower the possibility of accidents. Insurance cost for future events will be lower if your event is not  liable for any accidents.
Question 3 / case study) Put in the correct order.

f) Carefully interview client to establish his goals, objectives and budget.

e) Budgeting.

a) Acquisition of permits.

b) Food and catering arrangements.

d) Decorating.

c)Monitoring the event.
