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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. 
	1.i. Explain the duties and responsibilities of an event planner/coordinator.
- Event planners are responsible for every part of staging an event. Some of their main duties are selecting an ideal site and venue, sorting out catering arrangements, creating unique invitations/cards and sending them out to guests. You need to speak to the client to identify their expectations for the event to make sure it is what they want.
ii. Outline the main tasks involved in event planning.
- Main tasks involved include undertaking research activities, creating a unique design for the event, making arrangements for transportation which includes people with a disability, if need be, coordinating and supervising workers so that the event runs smoothly, making provision for accommodation and finally taking an evaluation of the event.
iii. What are the five Ws in Event Creation and what is their importance when planning an event?
- The five Ws consist of why, who, when, where and what. Why are we putting on the event? When planning an event, the first question you need to ask is this. You need to establish the purpose of staging the event. Who do we want to come to the event? Knowledge of the target audience which will attend the event is essential as this will form the basis of your marketing plan. When is the best time to stage the event? It is very important to determine this to avoid conflicts with other events. Where is the best place to stage the event? The most suitable and convenient venue should be chosen to accommodate easy access and to create an enjoyable atmosphere. What concept or idea will best serve the purposes of the event? 'Brainstorming sessions' are recommended to event planners to come up with a concept for the event if one has not already been suggested or developed. This session requires everyone to suggest ideas and then they are noted down along with another list comprising ideas based on the quality. These two lists are then put together to come up with the final event concept.
iv. How should an event planner evaluate an venue to make sure that it best serves the event's requirements?
- To make sure a venue best serves the requirements the event planner should take into consideration; the size of the room, the arrangement of chairs, the location of toilets, sound system and the stage etc, where to put signs to direct people to specific locations throughout the venue, information on restrictions concerning display of event information, the availability of concierge or information desks, on-site business centre and office services, shipping and receiving services and the availability of telephones in meeting rooms. 
v. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow...?
a) 30 minutes
b) 60 minutes
c) 30-45 minutes
- An event planner should allow 30 minutes for 1,000 people for a refreshment break.
2. "An event planner is a person with appropriate skills for making timely decisions." Discuss this.
- An event planner needs appropriate skills for making timely decisions so that an event runs smoothly and on schedule. For example, if there is a speaker and he/she is late then everything else planned is going to happen later than scheduled. The planner needs to be able to make decisions quickly and effectively so that the event is a success and the planner has a pleased client and then recommends the planner to friends/family so they can get more clients and work.
3. Write a short note on "the benefits of successful and safe events."
- They key to hosting a successful and safe event is to have a plan. The benefits of having a plan include: efficient movement of people and equipment, reduction to the likelihood of  issues or crises; there will be less cost resulting from security, repairs and cleaning activities, the ability to swiftly respond to unexpected occurrences, which will help maintain a secure environment, securing long-term support from clients, staff and stakeholders, corporate and community stakeholders will have confidence in the planners and endorse more sponsorship deals for them and reduction in liability arising from accidents, injuries and related insurance costs.
Case Study:

Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam is awarded this project, what do you think would be the sequence of working procedures? (Please rewrite the following in the correct order)
a. Acquisition of permits
b. Food and catering arrangements
c. Monitoring the event
d. Decorating
e. Budgeting
f. Carefully interviewing the client to establish his goals, objectives and budget
- a. Carefully interviewing the client to establish his goals, objectives and budget
- b. Acquisition of permits
- c. Budgeting
- d. Food and catering arrangements
- e. Decorating
- f. Monitoring the event


















Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	Danielle Sanderson
	Date
	11/10/2019




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	


[bookmark: _GoBack]






image1.png
ﬁ
o R





