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1. SHORT QUESTIONS (24) 

i. What is the importance of “feasibility study” when making a budget for an event? 

Feasibility study is essential when making a budget for an event as it will ensure every aspect of the event is well planned out so nothing goes wrong. It is a detailed outline of every resource needed to make the event successful in the form of itemised activities, and also taking into account the budget cost. All specific requirements like technical aspects, staffing, suppliers and equipment etc have to be budgeted and included in the study so that nothing is missed and it is all within the finances available. For example, the budget of the event will allow the event planner to make the correct decisions about the quantity of staff that they can have. This will have a further effect on decisions later on in the planning, for example, the number of tables the planner can have at a wedding. The more staff available, the more tables they can have. These requirements should be compared against the financing expected before making decisions about their procurement. The initial decision needs to be made about the date and the time, and also the planner will have to research and report on the location and the size of the venue that is required. A lot of events, for example, charity events, source their finances from sponsors and/or participants. This mean that the planner will have to ensure the event looks desirable to fund so it will attract the sponsors to take part in the event. If the planner is creating a charity event, it will be beneficial to create as much propaganda as possible to promote the charity and highlight all of the beneficiary’s of attending and sponsoring. The event will have to be perceived as being a mutual benefit for all parties involved. For example, if a company was to sponsor a charity event, it will give the event enough money to take place, and give the company a generous and good reputation, thus giving both parties a benefit.






ii. Describe the main factors that should be considered when selecting a venue.

One of the main factors that should be considered when selecting a venue will be to ensure there is enough accessibility for all that will need it. There will have to be a separate or suitable entrance for disabled persons and this will have to be seen prior to any planning. Additionally, there will have to be an area of a venue where it will be accessible for deliveries and emergency services. For example, if the planner was to hold a music concert in a hall/forum area, they will have to ensure there is an area close to the building, where the deliveries of the musical equipment, lighting, sound systems etc can go. Another factor that should definitely be considered is the restriction of use of the venue and also, the capacity availability of the required dates. This is essential to know as some venue may not allow loud music or children, which would not be suitable for a wedding or festival as these are two main aspects of these events. Also, the planner will have to enquire about the capacity availability as they will have an idea of the amount of people coming to the event, and whether the venue can accommodate this. Finally, the planner would have to consider the power and water supplies at the venue. A full detailed report of all power and water supplies available will need to be read thoroughly to ensure that there are enough facilities for all of the guests and to ensure that all equipment can be set up without affecting the venues electrical supply. If the planner was to organise a meeting in a hotel, they will have to check all power supplies are in a good location and there are enough of them to set up a projector, laptop, chargers, additional IPAD’s (for the guests) and any other electrical equipment required. 

iii. Outline the main safety considerations for catering operations 

· Use the catering company’s equipment so they are knowledgeable with the equipment being used 
· All Health & Safety hazards to be shown to all working and acknowledged. 
· Evidence of insurance for the catering company
· Proof of hygiene is essential when choosing a catering company
· A mixture of menus available for allergies and intolerance. 
· Safe and appropriate transportation of the food to avoid potential contamination during storage. 

iv. If the event is at the distance from the train station would some extra arrangements be required to facilitate the public and what those arrangements can be? 

It would be convenient if an event was located nearby a train station however if not, there are arrangements that will have to be made to facilitate the public. The most common one would be to organise a supplementary coach from the station to the venue. There will have to be a few and they would be going back and forth whilst the event is ongoing. For example, if the planner was to hold an event in a park or a field, it may be in the middle of nowhere so supplementary buses will go back and forth from the station to collect guests and take them back. Another way to facilitate the public is to hire an additional field so it can be an ‘overflow car park’. If the venue a limited amount of parking, the guests may feel relieved to know that the event has additional parking. Finally, the planner could ensure that the correct signage and directions is given prior to the event and also on the journey from the train station to the event. The planner could also give recommendations of cab companies and bus routes to ensure that there is enough information for the guests to feel at ease when travelling to the event. 

v: How the PA system and video screens can best be used to manage the crowd? 

For a large event, Public Address systems and video screens are essential for crowd management and they enable the crowd to be spread out to avoid any mishaps or difficulties. It will prevent the crowd moving toward the stage and causing overcrowding. For example, if the planner was organising a talk with a famous author, the crowd would want to see and hear everything they are saying, so placing video screens close to the stage, accentuates the author and therefore encourages people to take up seats in the less crowded areas. This is beneficial as it will avoid overcrowding which could cause unhappy guests and unnecessary disputes. Video Screens should be installed correctly and supported on a strong foundation with the appropriate type of screen used. 

2. ACTIVITY (6) – Brain-storming process 

I organised a group of friends from the area to gather together and brain storm ideas for an event that would attract a wide-cross section of the local community. My experience was rewarding in the sense that each person had different ideas and concepts that were all considered with an argument ‘for and against’ each point. This is the most propitious way to work together as everyone’s opinion is put forward and comments are given by each person to come to an overall decision. There were many ideas that were discussed. We had first come up with the idea to hold a live music concert in a field local to us and have various local bands play for an evening. Despite this being a very good idea, we did not believe that it was the best as it would not attract a wide-cross section of the local community and each band would be so different, it would be hard to promote and attract guests. Another idea discussed was to hold a talent show, which would be desirable for many age groups and will be an enjoyable experience for most guests. We were having difficulty discussing budget for this one as there would have to sponsors and tickets for this which may not be the best option for a small village. We also thought this option may be better suited to a city area rather than a village as it would be better on a bigger scale. Our winning decision was a Chilli and Beer Festival. This would be held on a bank holiday weekend in the summer and would be held in the afternoon. It would be a country theme as we are located in the country and all the Beer will be from local brewery’s and each brewery will have their own stall. There will also be a variety of Chilli stalls made into different flavours, foods, drinks etc. We chose this event as we believe it would be most suited to a country village and would attract all age groups and a wide-cross section of the community. It would have live music and eating areas and it will be a great atmosphere with beer and food on a summers afternoon. 
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