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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. Explain the duties and responsibilities or an Event planner/coordinator   (5 marks)
As an Event planner/coordinator, there are many different duties & responsibilities to attend to. Below I have listed and explained what some of the main tasks include, giving examples:

· Carrying out research – this can be to find out who your market is, what kind of event are going on in your local area and even sourcing different venues & suppliers.
· Creating a unique design for each individual event – It is important each event is tailored to the audience. For example, children’s parties may include games & hiring entertainers where as adult parties will may need entertainers. 
· Selecting an ideal venue -  which can be done by shopping around and comparing different prices and offerings
· Catering arrangements – Different parties will need types of catering from buffet options to set meal menus. Event planners can discuss with the person they are organizing the event for what type of food they would like, offering recommendations. 
· Arranging transport – This needs to be done prior to the event to ensure the event goes smoothly. An example of this is arranging for taxis after a wedding reception.
· Creating unique invitation cards and dispatching them to guests – This can be done in many ways, for example, hand making invitations & delivering them to guest makes the occasion feel more bespoke as opposed to filling in readymade invites.
· Coordinating and supervising workers – This is very important as an Event planner as it ensures the smooth running of your event on the day. Thus, making your event feel a lot more organized. 
· Making provision of accommodation – Usually done prior to the event to avoid disappointment, an example of this is booking overnight stays for attendees of a business conference who are travelling overseas.
· Evaluating the event – This is important because it lets the event planner know where they may need to improve as well as what as knowing what they have done well. Each event should be evaluated after and feedback asked for.


2. Outline the main tasks involved in event planning  (5 marks)

These are:  Initiating – planning – executing – monitoring – controlling & closing.

Firstly, the event planner is responsible for pre-planning the event and getting an idea for how the event is going to take place. They will start by understanding the main details of the event such as the date of the event, times & purpose of the event. Following this is to determine the budget for the event. For example, if the budget is £500.00 for a charity event then the event planner needs to stay within that budget. They also need to understand and list all the activities that’ll be happening on the day and number of attendees so the staffing is correct.

Having a clear seating plan & schedule for the day ensures each attendee is looked after & knows what he or she is going to be doing. Another task the event planner may have is outlining food and drink requirements, again, it is important to do this because the catering options need to be well suited to the event & allergens need to be checked in advance. 

Transportation may also need to be considered if the event attendees will be needing it. It is important to get written evidence of everything they have booked to prevent problems from arising. 

Aside from this there are also many more tasks involved in event planning from solving problems, to setting up and down for each event and always having a backup plan. 

The event planner also needs to create a timeline of planning phase and conduct research on the things they will need for the event.


3. What are the 5 W’s in Event creation? & what is their importance when planning an event? (5 marks)
Below I have listed the 5 W’s and clearly expressed their importance in event planning as well as provided examples where applicable.

Who – Your target audience needs to be considered when planning each event. This will form the basis of the marketing plan & decide whether the event is a success or not. For example, when planning a wedding fare your target market would be brides and grooms as opposed to children.
What – This means what is the event for? Coming up with an event concept will give the event planner something to work around. It is one of the important stages of pre planning & planning the event & each concept should be different to accompany different events.
Where – Knowing where to stage each event is part of the pre planning process. You can research venues in your chosen area and make appointments to see them. The most suitable venue should be chosen for the event. For example, when hosting a children’s party you need a venue with lots of space to prevent health and safety issues from arising. Similarly, if you are planning a festival, you need lots of outdoor space.
When – The event planner needs to know when the event is being held and what the best times to have the event are. It is better to not clash dates with other local events and this could have an impact on your business. You also need to let attendees know when things will be scheduled for on the day.
Why – Knowing why you are having your event is crucial before you have even started to plan the event. This way, the event is tailored to specific needs and you can find out what will work best for your event.




4. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organize. (5 marks)

It is important to know what else is scheduled close to your event as you may be competing with other local events. Some things to compare are:
· Your products & product elements
These need to be of value & cost effective for your attendees. 
· The prices
Also need to suit your target market and it helps to have lower prices but better quality than your competition. If the place competing with you offers an entry fee, it may be a good idea to have a lower entry fee or even a no entry fee to attract more customers.
· Locations
The event planner needs to know the location of their venue and other venues close by. For instance, if you are hosting a wedding fare close to where someone else is going to be hosting a wedding fare, you may need to work harder than your opposition. It may be a good idea to work with these people and maybe even offer some kind of joint entry.
· Promotions 
It is a good idea to offer better promotions that an event you may end up competing with. This makes your event look more attractive to your target audience.
· Target market
Knowing your target market helps to establish the kind of event you will be planning. You can also compare the target market of your opposition and focus on a concept that will set you apart.
· Process
This is the method of procedures used to deliver the service to customers. You need to ensure it is an easier and well thought out procedure that takes into account how customers would like the procedure to be, such as easy to access and well planned. If your process is difficult and long winded your customers may feel more inclined to do business with your opposition.
· Physical evidence of the event 
This can be things like leaflets or flyers that give your customers some physical evidence of what you are doing. Often, when just telling people you are going to be planning an event they may forget. So giving them a physical copy of your leaflet may be a good piece of memorabilia for them. Customer’s perceptions will be based on this so they should be well executed and high quality. You can always compare your physical evidence with the competing events’ evidence to see which one you (and others) think is the most attractive, and then make some improvements to your own.
(References – Event management short course guide bolconline)
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