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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. 
	Short questions
i. Why should an Event Planner break down the tasks into phases?

To ensure a smooth and efficient planning process, an event planner can break down theirs tasks into phrases tackling each stage one by one. By establishing and breaking the tasks down, the planner can avoid making mistakes and ensure each task is covered. If each task is broken down into stages, each phrase will be professionally organised, in a timely manner to deliver a flawless event. 

ii. What type of information an Event Planner will record during his/her first meeting with the client?

During an initial meeting with a new client, an event planner will take down any information regarding the client, this would include the clients contact details, background information and how involved they would like to be in the event. The planner will then record the objective and the nature of the event and what audience to expect. 

Following this, the planner will need to identify the person who will be approving the decisions and how many members of staff will be required during the event. 

iii. List the important factors to consider when creating a site plan.

When creating a site plan, it's important to consider everything associated with transport and parking. This would include, the distance to the pickup/drop off area to the event, direction signs and accessible public transport. Another factor to consider would be the attendees, for example a stage will need to be positioned in an area which can be seen by everyone. The planner will also need to think about providing shade and shelter and then the positioning of the catering close by. 

The last factor to consider would be the mapping of the event. This includes organising an allocated area for the public toilets which is convenient to reach, yet far away from the catering facilitates. The waste disposal facilities and provision of site access for deliveries and emergencies.

2. "The purpose of the planning phase is to create plans to achieve goals you set for the event.” Please explain what type of plans are created for the event at this stage.

During the planning stage, a cost plan will be created by someone who specialises in finance. They will use this plan to identify the clients budget. This budget will include the costs of all the resources and contingency costs throughout the event. Once the management team have received an agenda for the day, a staffing plan will need to be organised. By identifying all the activities which will be involved throughout the event and what type of skills will be required, someone will need to figure out the amount of employees that will be needed for the occasion.

Another plan that will need to be created prior to the event is the communication process. A main point of contract will need to be established with the entire team to enable quick and simple communication when plans are changed. The design of a risk management plan will need to be produced with a list of all the risks that may arise during the event. Once the risks have been identified, they will need to be prioritised in order of high or low impact. A plan of action will need to created to minimise or avoid these issues from occurring. 

Using some of the plans above, a schedule will need to be scripted. The schedule plan is extremely important to ensure the success of event.

3. “Before choosing a venue, it is crucial to conduct a site survey.” Describe the main points to consider when conducting a site survey.

To identify and resolve problems before they occur, it's important that the event planner conducts a site survey before a venue is booked.  A site survey enables the planner to develop a list of equipment which will be required during the event. An audio-visual technician will need to visit the venue several times to collect all details of the equipment and requirements. 

During the site survey, the technician will request all contact details of the site management team, so if any questions or issues arise, there will be an accessible point of contact to avoid confusion. The planner will also enquiry about the liability insurance, this avoids any legal complications and risks that may occur during or after the event. 

While the site survey is being conducted, the technician will understand the operations of the lighting controls and style, allowing them to plan ahead for the interior decoration and lighting during the event. Once a map of the building’s interior has been received, the best route for bringing in equipment can be identified, this make's receiving any deliveries during the event a much easier and smoother process. Other points that the event planner may need to consider is the measuring of doorways and hallways for accessibility and determining the ceiling height, the sight lines and location of fire exits for safety reasons. 
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