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1. How opening ceremony for an event different from rest of the events. 
·  Opening ceremonies for an event depend on types of event. Most opening ceremonies frequently required some entertainment components.  Opening ceremonies are held to inspire everyone who attends. 
In large corporation event, the opening ceremony there will be some piano music while presentation is made. 
There is also planned agenda aspect of opening ceremonies, this may take the form of a keynote’s speaker deliver a speech announcing goods news or unveiling a new product or any entertainment that will excite the participants and make the session fun to be at. 
   For opening ceremonies, an ideal venue must be chosen for the event, because the nature of attendees may influence where to host the event. A wide variety of people may attend opening ceremonies, some people prefer to attend only the opening ceremony of event regardless of the nature of the event.  For instance, some attend only the opening ceremony of sport event like Olympics with marching bands and dancers.
Opening ceremonies are festive events and the tones of the rest of meeting may be more solemn. 
· Defined vision before planning a meeting. – Vision is about the big picture. Visualising and articulating what it is that your institution exists to achieve 
 (its mission) and what defines its characteristics and ethos (its value).
                Defined vision also represents your opportunity to look to the future, to define your aspirations and to describe the type of organisations you wish to become (its vision) 
It is also important to have a defined vision before planning a meeting as to identifying the purpose, the idea or message which an organisations wishes to communicate to the participants.  All requisite facilities needed to make event successful should be procured well ahead of time such as event venue, accommodation for guests, equipment’s, event crews, transportation arrangements and parking permits. 
Defined vision is a product of preparation, leadership, group of participants, open communication, time management and clear understanding by everyone of what the meeting is supposed to accomplish. 
So defined vision helps to have clear vision which pursue dreams of achieve goals and a vision that is clear will open mind to endless possibilities of the future. 

· List of main tasks of Event planner perform 
· Event planner meet with clients to understand the purpose of event/meeting 
· To plan the scope of the event, including date, time location, programme and costs. 
· To solicit bids from places and services provider e.g.  florist and photographs. 
· To work with clients to choose where to hold the event and whom to contract for the services. 
· To inspect places to ensure they meet the client’s requirements 
· To coordinate event services such as rooms, transportation and food services. 
·  To confer with on-site staff to coordinate details of the event. 
· To monitor the event activities to ensure client and attendees are satisfied. 
· Review event bills and approve payment.

(iv) Importance of good security when planning an Event.
The Event planner need to make adequate provision of security personnel at event. The security personnel can be contracted from variety of sources like Retired Police, Members of Social clubs, Security companies and Volunteer groups.

The main function of security personnel is to prevent opportunistic stealing of properties by thieves and prevent damages to properties by disgruntled attendees. Having adequate security is to quell misunderstanding or arguments from turning to full scale chaos and violence. 
Event planner to ensure enough number of security personnel to deal with any crowd disturbances effectively and to restore calm quickly.
 The visibility of security personnel in area of the event is a welcome sight to     participants/guests especially car pack who are unfamiliar with the surrounding.
The event planner needs to clearly outline the role and responsibilities of all security personnel before the event begins to ensure little or no disruption of plan and to maintain smooth progress of the event. 

(v) The important factors that must be considered when planning a conference.
The event planner must consider some important factors when planning conference event. These are some of the factors to consider. 
· The event planner must understand the purpose of the event which will define the goals and objectives. The planner needs to know if the primary objective is to raise funds or celebrate.
· Event planner need to know the audiences that will be attending the event as to cater for their needs and to do a guest list. 
· Event planner must determine the date and time as increase turnout and considered other people that may have other commitments. 
· Event planner must establish a budget. Planning an event can be pricey and expenses can add up quickly. Event planner must budget for all expected costs; venue, food, beverage and giveaways.
· Event planner must select a right venue, which should be a perfect location that are accessible to all guests and with parking facility 
· To plan for the menu. Food can be crucial part of an event, event planner should consider the needs of the guests when selecting menu items, this may include vegetarian, vegan and gluten free option as well as option for guests with serious allergies. Refreshments and beverages should be considered. 
· Event planner must send out invitations in form of online services, email, post mails. Must be realistic about number of attendees. Follow up notification are recommended. 
· To recruit staff and volunteers in order to organise and assist guests.
· Event planner must conduct a full evaluation afterwards. 

(vi)    The main sectors of event planning.
There are 2 main sectors of event planning with subcategories. The sectors are Corporate events and Social events.
Corporate Events include  
· Seminars
              Social Event include wedding.

Planning corporate event are different from planning social events. 
Corporate events held for large number of participants. The participants of these event are mainly staff, clients, stakeholders, the public and consumers of the services of the corporate firms sponsoring the events.
Social events  
· Venue – Event planners need to select a venue, planners need to determine the kind of guests who will be attending the event.  Their circumstances and the type of services they many require the vent. Considerable time should be allocated to find right venue. 
· Location – Event planner should choose appropriate location when planning event like conference or seminar and must considered how far the guests must travel to reach the venue. How far is the venue from airport and how will guests arrive at the venue. 
· Capacity – The venue for hosting event must be quite spacious to accommodate the number of participants expected at the event on conference. The wedding venue should also be spacious for the guests invited.
· Budget – With venue secure, the planner must make available budget of all expenses. With budget available, the planner starts coordinating and organising activities. The budget for conference event is different from wedding event. Budget of event can be described as a quantified statement of the plan and the plan is expressed in numerical term. The budget of an event is used to compare actual costing and revenue with projected costs of revenues. The budget allocation for concert or festival event is different from special or private event. 
· Time and Date – Choosing date and time of events are depends on types of event. Planning concert or festival event which the purpose of hosting is to raise funds or to make profits. The approach to planning and preparing concert present some challenges to planner since it is public event. Date and time must be chosen as not to clash with any other event in the town. Planning for wedding event differ as it is a private event for the family. The family picked date and time of event. 
· Types of Guests - The guests/ participants to concert events are ranges in age. From youth to adults and VIP guests because activities during the concert can include dancing, sing- a longs and moshing. 
· Catering facilities – Planner should plan a catered event menu that will impress the guests. Event planner must get the food right which is essential to ensuring the entire party or function is a success. The planning of food and drinks at an event is an important process. 
· Security – Security is most important in whatever event planning. Safety and security are integral to event planning. A specific event security and safety plan needs to be put into place well before event itself.

Case study 
1. George as a Professional event planner will ask client these questions during their meeting to plan their wedding and since they have already booked their ceremony and reception venue. These are some of questions. 

· Meeting - George and Client will meet to discuss about theme to adopt. The client finds themselves at the crossroad of having to decide how much to spend and where to get the best services at most avoidable price. 
· Budget - Event planner needs to discuss with clients about their budget and to determine whether the event will be a simple affair or sophisticated event.
· Date and time – Choosing date would have been picked by the clients since venue has been secured. Planner need to discuss the time of event.
· Party location- Preferred venue and capacity.
· Number of guests expected as to appropriate preparation. 
· Age range(s) – The age ranges should consider and if children will attend and this be determined in advance to help design activities for them.
· Menu – Quantity of food to be provide and with consideration for extra visitors. 
· Invitation - Event planner to discuss the design of wedding invitation cards and the mode of dispatch. 
· Decoration and supplies - Thee includes flowers from florist, provision of cutlery, tables and chairs, table clothes and gift bags for the guests
· Schedule – The schedule for the party must be prepared by the planner to cover all aspect of event.

1. Lists of the main tasks of event planner 
· To meet the clients to understand the purpose of meeting.
· To plan the scope of the scope of the event include time, location, programme and costs.
· To Solicit bids from places and service providers such as florist and photographs. 
· To work with clients to choose where to hold the event and whom to contract for the services.
· To inspect places to ensure they meet the client’s requirements. 
· To coordinate event services such as rooms, transportation and food services. 
· To confer with onsite staff to coordinate details of the event. 
· To monitor the event activities to ensure client and attendees are satisfied. 
· To review event bills and approve payments.


(c)   Benefit of hired event planner.  
· Cut costs -Many people believe that the event planner is expensive, but they are privy to discounts and special offers. Planner has often built trusted and lasting relationship with the venue vendors, speakers and other suppliers. 
· Guarantee timely planning – A professional event planner will be dedicated to ensuring the event is delivered on time and within the budget.
· They offer experience advice – The planner has an extensive knowledge and wisdom regards event and parties, known the latest trends and newest venues, hot colours and budget saving.
· Event planner possess negotiation skills
· Stress free -A Professional event planner will take away all the stress and headaches that comes with planning event, also provide you the opportunity to network effectively to make a favourable impression that long be remember by the guests.
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