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Question 1: Give brief explanation for the role of the followings in event planning?

i. Volunteers

Volunteers can assist in the coordination of everything related to the event and keep the event day running smoothly.  While volunteers are unpaid helpers they should not be treated any differently to paid staff. Like paid staff they need what is expected of them, what their responsibilities are, where to be and when, a job description of their role. 

ii. Committee

Committee members can assist the event organiser in the planning of the event. They can bring their expertise to different areas of the event. This not only alleviates the work load of the events planner but may also provide specialists within specific areas of planning, for example a marketing specialist. 



[bookmark: _GoBack]Question 2: Outline the five steps of delegation process.

The five steps of delegation are:

1. Explain why the job is important.

2. Describe what is needed in terms of results (not how, but what).

3. Give the person the authority they need to do the job.

4. Indicate when the job needs to be completed and get agreement.

5. Ask for feedback to ensure common understanding.



Question 3: Why sponsors and partners have a key role in event planning?

Sponsors and partners can help in the sharing of event costs, help to promote the event, and can assist in supplying volunteers and/or committee members for the event.

A sponsor could be an organisation that may offer to pay for a specific part of an event. For example, at a conference lunch could be paid for by a sponsor. In return the sponsor could have their company logo displayed in the area where lunch is served. The sponsor may provide waiting staff with uniforms which display their company logo and/or provide the waiting staff. These examples will reduce the costs of running/hosting the event.

A partner can be an organisation who wants to be a part of an event as there may be some shared interest. For example, if the event is a finance conference an organisation within the finance industry may be interested in partnering the event. Payment could be sort from the partner for displaying their logo at the event and/or on invitations to the event. There also could be a reference made to the partner by the MC of the event. Payment for this can cover the costs of hosting the event either partially or in its entirety. More than one partner securing additional assistants in sharing the costs.
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