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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. 
	Please insert your completed assignment ( in word format)  here:

1. i. An event planner needs to break down tasks into phases to ensure that nothing is missed within the planning process, by breaking the process down into smaller tasks it makes each phase easier to tackle and can be completed in a timely and efficient manner, leading to movement between phases becoming seamless.

1. ii. During a first meeting with a client the event planner will record, contact details of the client, alongside the purpose or goal of the event, alongside the nature/type of event, this is essential for it will allow the planner to find out the target audience to expect, as well as the type of staff and number of staff that need to be employed for the event. It will be important to gain background on the client to help aid in of finding out the event profile. As well as this it is important to find out if the client is to be approached directly or by third party, and the ways in which the client will participate within meetings and who will be in charge of making final decisions and approving any changes. It is important to find out any equipment requirements.

1. iii. When creating a site plan it is important that a site survey is conducted by the event planner. The planner should get in touch with the site management to obtain correct contact details, as well as finding out the rules of the governing site facilities. It is also essential to enquire about vendor contract requirements and liability insurance. Alongside this you must ask for the procedure for the loading dock to assess and conduct inspections of the site and surrounding areas, also remember to measure the dock height and any ramp grades, it is also important to find out whether you will need lift trucks etc, remember to ask about hour restrictions and security. When creating a site plan remember to measure doorways and hallways to establish accessibility. Having a building interior map is important so that you can work out and ideal path to the event location this allows the ideal route to be found for moving around equipment. Don’t forget about the work schedule of security personnel and how rooms are accessed, also on inspection determine ceiling height and any arrangements for rigging points and the working of light controls. Another important factor is to know the location of fire exits and the safe power distribution path, also test the telecommunication in case any additional facilities need arranging.

2. It is essential that “The purpose of the planning phase is to create plans to achieve goals you set for the event”, within this phase it is important to create comprehensive plans which allows event planners to devise plans which overall will guarantee a successful project and meet the objectives of the event. The planning phase includes a scope plan which determines the number of guests who will attend against the amount of resources needed. The cost plan is made with the client and planner this helps the client put aside enough money for the budget of the event so that the planner knows how much there is to spend. The staffing plan is easy once the event schedule is created for it is much easier to deliberate on how many employees will be needed for the event and then the staff roles can also be determined ie what skills employees will need to hold in order to accomplish tasks. The quality plan is designed to ensure that the quality of service throughout the event is consistent and that the high-quality conditions are adhered to by all staff therefore a brief should be given to all employees. The communications plan needs clear highlighting for every step of the planning and execution of the event needs to be clear this helps for if there is any changes to the plan it is simply communicated across all teams of the event. The risk management plan is designed to contain a list of potential risks which could affect the event, these are to be prioritized from the high impact to the low, with outlines to minimise or eliminate them altogether, it is important to maintain continuous monitoring of factors which may lead to risky or dangerous situations. The procurement plan is knowing the quantity of resources that will be required for the event, this plan outlines the items that need to be bought or rented to get the event started alongside the details of the delivery of items and the comparison of costs of various vendors. Finally the schedule plan is independent to every event this type of plan indicates everything that happens, where and at what time this schedule is formulated by the planner and includes all objectives of the event to ensure that everything runs smoothly and meets all the expectations of the client.

3.  “Before choosing a venue, it is crucial to conduct a site survey” this is because a site survey contributes significantly to the success of event. It is important that site management details and contacts are obtained alongside governing site facility rules. It is crucial that an enquiry is made about vendor contract requirements and liability insurance. An essential part of a site survey is asking for all loading dock information this includes where it is in relation to the event location, the times in which it is accessible and the measurements ie dock height and ramp grades, and whether lift trucks or ramps will be required for movement or equipment. It is also crucial that risk assessments are available on a site survey and tailored by the event planner to the event to ensure that the site is safe to use for the event, the risk assessments allow for the risks to be outlined and details to be given on how the risks can be avoided. Part of the site survey should include a request of a map for the venue this will allow for an ideal path to be created for the event equipment to be moved around the location. The fire exits should be pointed out on site survey alongside the safe power distribution path must also be determined. It is also important that security personnel’s work hours are given and that an inquiry should be made on how rooms are accessed. Other schedules that a planner should be notified of is delivery times for equipment. Telecommunications is also important on site surveys and these should be tested, and find out if any additional facilities will be needed, therefore a specialist will need to be rearranged. A site survey also allows for the event planner to notify the venue on any damage they spot before working at the location so that the client does not get charged for any damage that has nothing to do with them anything that is spotted should be photographed and recorded.
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