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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:
An Introduction to Event Planning

Assessment #1

1)      
(10)
i. Explain the duties and responsibilities of an event planner/coordinator.

The main duties and responsibilities that an event planner will have involve, the vital preparation of the event whether that be a celebration, educational event, promotional event or a commemoration. The event planner is responsible for tailoring the event the clients specific requirements. The soul purpose of an event planners job to to entertain or promote social interaction so it is vital that the event is categorised effecitvely. The basic responsibility that all planners should be able to achieve is to understand the purpose of the event by, outlining activities such as food and drink, transport, budgeting requirements, dates and venues, in order to meet the specific objectives for the benefit of the person, group of organisation.  

ii. Outline the main tasks involved in event planning.

The main tasks an event planner will be responsible for involve: creating a unique design for the event, selecting a venue or site tailored to the client, set up catering and transportation arrangements,  the creation and deliverance of invitations to all guest, making necessary provisions for accommodation and staffing and research activities in order to successfully evaluate the event. 

iii. What are the five W’s in event creation and what is there importance?

1. Why are we putting on the event
2. Who do we want to come
3. When is the best time to stage it 
4. Where is the best place to stage it 
5. What idea will best serve the purposes of the event

The importance of the five W’s is to ensure that there is a soul purpose behind the event your hosting and it meets the clients expectations. It is also important to establish the target audience for the event in order to construct a marketing plan and to plan the event at a suitable time to avoid clashes with other events. Furthermore, the venue should be suitable and fit the clients needs and wants in order to create a successful event with the concept or theme of the event also uniquely making the event even more memorable.   

iv. How should an event planner evaluate a venue to make sure that it best serves the event requirements?

In order to evaluate a venue to make sure that it best serves the requirements, the event planner will have to ensure that all guidelines are provided in order to ensure that all visitors are aware of what can be carried out on the day at the specific venue, for example promotional activity i.e. displays, and relevant accessibility. In terms of the venue as a facility for hosting an event, the planner has to make sure that the facility is up to date with the development of the site and also has significant flexibility for the venue. considerable factors include, adequate lighting and physical appearance alongside the captivity for visitors and the layout to accommodate all visitors on the day. Likewise, the availability of fast and wireless internet services, projectors and screens and tv monitors for vides will need to evaluated as specific necessities for the event and its hosts. Catering options for the event is a very important and delicate requirement that has to be explored way in advance. For example, adequate kitchen facilities, mine details and requirements and the tasting of foods to meet expectations beef the date should all be easily accessible and within the requirements of the client. In-House and Contract Catering options should also be discussed and evaluated with both the venue holder and the clients beforehand. 

Moreover, budget is a very important requirement the planer will need to evaluate in order to prepare for all expenses of the event and to ensure that all services, guarantees and cancellations fees are covered and agreed with by both parties. Staff requirements will also need to be evaluated in accord with the amount of visitors at the event. This can be created effectively if the planner is able to create a management plan and designate the roles to the most qualified staff members. Planners for any event will have to evaluate all safety measures and will have to be aware of the nearest hospitals or emergency service numbers for the area. If the event is small only one expert will be required on site, however for larger events two or more trained professionals will be needed. Selected persons will need to have a mobile phone, first aid kit and vehicles to deal with accidents in emergency situations. Accessibility and provisions for amenities is also a priority task to evaluate when planning an event. For example, the disability act requires all events to provide adequate accwesabiltiy for individuals who need them. In this case that could be wheelchair ramps or disabled toilets. On site, there should be one toilet per 75 people attending per gender and an increase for VIP guests. Plans for cleaning throughout and after the event should also be planned in advance as preventive action at regular intervals. 

Overall, when evaluating a venue the planner should also be prepared for unexpected problems that may arise. Be prepared for the unexpected at any moment. 

v. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow..?

For group of 1,000 people a refreshment break, an event planner should allow 30-45 minutes in order to make sure everyone is attended to and satisfied.

2) “An event planner is a person with appropriate skills for timely decisions” Discuss this.     
(6)
In order to be a successful event planner, it is evident that having the appropriate skills for timely decisions will be the most beneficial aspect of the job requirements. In order to make timely decisions the planner will need to always have a clear mind and be unambiguous about their ignitions for the event. In simpler terms, make sure that communication is clear throughout the process of putting the event together. This will avoid errors as clear goals are set from the outset. In the same way, a tolerance for errors is also a contributor to timely decisions and the process of completing tasks. Errors are inevitable however, learning from mistakes will ensure that the mistake is not re-created therefore preventing hold backs and ensure decisions can be made accurately and effectively within the dynamics of the situation. In order to posses the appropriate skills for timely decisions, indecisiveness needs to be avoided at all costs. In this aspect, postponing a decision in the moment in order to fix the problem will only make the problem worse. Decisive decision making is the make or break situation when it comes to thinking on the spot. In order to succeed, timely decisions need to be made with the appropriate knowledge to back the situation at hand.

3) Write a short note on “the benefits of successful and safe events” 
(6)
The benefits of successful and safe events is primarily to plan ahead in order to ensure the event unfolds according to the management plan. In order to achieve an articulate plan, it must include, the efficient planning and movement of people and equipment at the event, the ability to respond to unexpected occurrences during or before the event, securing support from clients, staff and stakeholders and the reduction of liability arising from accidents, injuries and insurance costs. It will also be beneficial if corporate and community stakeholders have confidence in the event planner to endorse sponsorship deals. 

However, some of the negatives that may arise from the planning behind successful and safe events may be the fact that the planner may not always have a meticulous plan in place to deal with unexpected occurrences such as accidents or change in budgets. This may mean that the clientele may lose their support for the planner and damage the long term reputation of the business. In another case, the planner may also come across certain downfalls in the planning of the event on the specie day, and the ability to not make timely and dynamic decisions may result in unsatisfied clients or organisations. 


CASE STUDY   
(8)
rewrite the following in the correct order:

A. Carefully interviewing client to establish his/her goals, objectives and budget
B. Budgeting 
C. Acquisition of permits 
D. Food and catering arrangements 
E. Decorating 
F. Monitoring the event
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