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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. 
	Please insert your completed assignment (in word format) here:

· All assignments must be completed in Microsoft word format ONLY. 
· All assignments should use Ariel font ONLY. 
· All assignments should be in 12- font size. 
· All assignment pages should be fully justified with margins on both sides and 1.5 line spacing.
1. Short Questions: (10)
i. How is opening ceremony for an event different from rest of the event? 
An opening ceremony can be used to welcome guests/audiences to the event, set the tone for the event, make the event feel special, or convey a key message for the wider event. It is a special part of the event which only takes place at the start. 
Often an opening ceremony will be a form of entertainment such as a music or other performance, or a keynote speaker. Benefits of an opening ceremony include increasing the excitement surrounding an event, increasing audience by enticing people who will want to see the opening ceremony, increased interest for wider media and marketing, and making the wider event more memorable by having included a special performance. 
The rest of the event continues as planned following the opening ceremony. The majority of events will not have need for an opening ceremony, per se, but they can be very effective for sporting events such as large games or the Olympics, or by starting conference days with keynote speakers. 
ii. Why is it important to have a defined vision before planning a meeting? 
Holding a meeting takes considerable resource in terms of cost, time, planning work, and also requires the travel and meeting time of attendees. This is why before making the decision to hold a meeting it is important to clearly define the objectives for the meeting and demonstrate how these objectives should be met during the meeting before the planning stage begins. 
The event planner, or meeting coordinator, can work with the client to understand how such meetings have or have not been successful in the past, for example using learnings from similar previous meetings such as surveys or evaluation forms. Understanding the objectives of the event will help the planning process such as selecting the right venue and knowing what materials will need to be provided for both presenter and delegates. 
iii. List the main tasks that a wedding planner is required to perform. 
A wedding planner is hired to project manage and deliver all aspects of the wedding which the couple do no wish to carry out themselves. Duties include but are not limited to:
· Initially meeting with the couple to understand their needs and desires for the event
· Working to the couple’s budget and advising on costs
· Securing a venue for the wedding and liaising with venue as needed
· Booking and managing the catering needs of the event
· Managing any special dietary requirements with caterer
· Health and Safety checks
· Advising on design including wedding clothes, flowers and theme
· Booking photography
· Uploading photos and congratulations on social media
· Advising on wedding etiquette and traditions, as suits the couple
· Planning the running order/timing of the event and ensuring things run to time
· Assisting with the performance aspects such as advising on speeches and vows
· Booking entertainment or arranging for music
· Set up of event and ensuring venue is left as it was found after the event
· Scheduling additional receptions, wedding shower or stag/hen nights
· Communications with guests such as invitations, reminders, and details of the location and time
· ensuring guests are in the right place at the right time
· Accommodation and travel arrangements for guests as needed
· Any additional security measures needed such as for VIP/Celebrity guests or avoiding anticipated disruptions
· Receiving or arranging delivery of gifts to the couple’s home
· Honeymoon planning
· Sending final thanks and politely requesting positive business review from the couple post-honeymoon.
iv. Explain the importance of good security measures when planning an event. 
Particularly for large-scale or high-profile events, good security planning is vital to ensure the safety and peace of mind of event attendees. Having security in place can prevent theft, damage to the venue, or personal injury to any of the event attendees. 
Security situations may arise when an event guest is unhappy with an aspect of the event, when tempers or excitement is high, such as at beloved sporting events, or when people have consumed too much alcohol. Other factors such as the presence of celebrities or religious groups can also heighten security needed at an event. 
Security colleagues can be hired through a number of means and may have backgrounds such as retired or off-duty police officers, ex-military, security agency workers, volunteers, and members of social groups. The number of security people required should be based on the number of people expected to attend and the overall size of the venue to be covered so that any security threats can be managed quickly by nearby security. 
Roles and responsibilities of security personnel should also be clearly defined at the outset, for example reasonable force to disrupt a fight and when to escalate to authorities, in order to avoid injury to any guests or security staff.
v. Outline the important factors that must be considered when planning a conference.
Before planning a conference, first work with the corporate client who is sponsoring the event to understand their needs, the vision for and objectives of the event, and the audience they expect to attend. Planning can be broken down into 3 stages; some examples of responsibilities include but are not limited to:
· Date of conference and how long it will run
· Shortlist and select appropriate venue which can accommodate the number of guests and match the selected theme of the event
· Ensure location is suitable for invited/marketed audience. Consider ways the guests will get to the venue (public transport, driving, hired coach, flights) and select venue convenient for the expected methods of travel. Consider location of audience and select a midway point for people coming from different areas.
· Accommodation and travel requirements for attendees
· Capacity of the venue, making sure guests can be seated comfortably and the space allows for flow of traffic if audiences will be moving from room to room
· Required room set ups as appropriate to content
· Conference content; how many speakers/presentations and will this be a single list of presentations or will several talks be running simultaneously?
· Communication with invited guests and wider marketing of event, as appropriate
· Ticket sales if needed 
· Design, print and distribution of marketing materials 
· Daily agendas for participants including rundown/timing of the day and where to go
· All catering arrangements and scheduling in breaks
· The overall budget for the event and managing costs
· Health and safety checks, ensuring safety of guests
· Facilities available for the number of guests
· How the event will be evaluated (surveys, feedback, etc.)

2. Outline the main sectors for event planning. Provide one example for event that falls within each sector. How the planning requirements differ for different type of events? (10)
Corporate Events are events commissioned by a company, charity or other organization. Typically they are events that will advance or support the work of an organization such as:
· allowing time and space for staff training, meetings, skills and team building, or rewarding staff 
· income generating events
· events that raise the organization’s profile to a wider audience
An example of a corporate event might be an annual staff conference which a company sponsors in order to have staff learn about last year’s achievements and to galvanize support for the strategic work ahead in the new year.  
A Private Event 
The planning process does not necessarily differ too much from the process for Private Events; most of the same questions must be asked and much of the same elements of the events are delivered, however, there are some variances to be considered. 
	
	Corporate Events
	Private Events

	Decision making
	As the event is a business need, company management do not need to be bogged down in day to day management of the event and are more likely to delegate decision making to the Event Planner, requiring sign-off on only the major decisions.
	Given the nature of a private event is often very personal and tailored to the individual who the event is for, the Event Planner should present options and recommendations to the client who will decide based on personal preference. 

	Scale
	Can often be large events with big audiences – more consideration should be taken around venue capacity, managing the possibility of multiple simultaneous activities, and additional measures such as security. 
	While some events can still be large scale, often these are more intimate affairs so venue can reflect this. Still consider the flow of guests and various activities during the event. 

	Audience
	Largely company stakeholders and can also be open to the public. Additional measures need to be in place if it is a ticketed event (sales and distribution of tickets), will likely use mass communications to send details about the event to attendees, and for business meetings also consider needs such as various room layouts and business materials required. 
	Usually a private event with a specified guest list. The Event Planner can communicate directly with guests as needed around invitations, reminders and so on. 

	Theme
	Often more professional and not requiring as much in terms of décor or flashier elements. For things such as sporting events entertainment can still be a consideration.
	Tend to be more lavish and will require more care on design, flowers, printing, photography and other elements to make the event feel special. 

	Evaluation
	Companies will want to demonstrate ongoing business need of the event and overall success or learnings. Often a survey will be sent to attendees to record overall satisfaction scores and specific feedback. 
	Evaluation of a private event is done more for the sake of the Event Planner, to record learnings which might be useful for future planning. The Planner can request feedback and a recommendation from the client in order to promote repeat and new business but it is not a requirement that the client do so.
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CaseStudy (10)
Fiona and Jason have15 weeks to plan their wedding. They have already booked the ceremony and reception venue and now approached George, a professional wedding planner to coordinate everything else. George wants to have a meeting with them to collect information about the participants, their budget, décor, and refreshments, etc.
a) List some questions that George will ask them during the meeting? 
b) List some of the tasks for which George can help them now? 
c) What benefits will they get by hiring George for planning their wedding?
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