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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) Explain the duties and responsibilities of an Event Planner/ Coordinator

The main duties and responsibilities of an Event Planner/ Coordinator are varied in many ways. Their number one responsibility is to plan an event and manage the design and production side of it, whilst also keeping within budget and time constraints.  An event Planner has to provide outstanding customer service when liaising with clients to identify their needs and to make sure that customer satisfaction is met to the highest possible standard. They will need to conduct market research and gather all information before negotiating with clients and suppliers in order to secure the best deals. Event planners have to deal with health and Safety as well as complying with government laws and regulations when planning their event. They have to research how many staff they will need for an event and make sure that they are in the right place at the right time. Finally event planners and coordinators are responsible for evaluating the event and reporting on their outcomes and findings from them.  

ii) Outline the main tasks involved in event planning

First of all an event planner needs to undertake a number of research activities so that they have an idea of what will be best suited to their event. They will look at finding a suitable location and site to host their event and then they can create a unique design. An event planner may also need to look at whether or not they want catering at their event, and then make appropriate arrangements for this along with any transportation plans for getting their invited guests to and from the venue. Another task of an event planner is to make sure that they give the people working at the event coordination and direction so that they do what they are there for. If it is appropriate to provide accommodation for the event then the event planner is responsible for securing the best rates possible for the guests.

iii) What are the five Ws’ in Event Creation and what is their importance when planning an event?

The five Ws’ in Event Creation are: who, what, where, when and why:
Why are we putting on the event?

This is the first question to ask yourself when planning an event as you need to know the purpose of the event that you are proposing, what are the objectives? What are your goals?

Who do we want to come to the event?

You should consider this step next once you know what the purpose of your event is, find out your target market and then this will allow you to form the basis of your marketing campaign

When is the best time to stage the event?

You need to figure out when you are going to host your event, as to allow maximum number of customers from your target market to attend your event, you do not want the date of your event to clash with any other events

Where is the best place to stage the event?

The venue that is chosen should be suitable and convenient for attendees to get to with good transport links, you should also choose the venue on the atmosphere that will be created 

What concept or idea will best serve the purposes of the event?

Now you have answered the four other questions, the event planner should come up with a few ideas of a concept for the event, and this can be done by a “brainstorming” session. This is where attendees in the meeting put their ideas onto paper that first come into their heads. One more list could be comprised of the quality of each of these ideas and then they can be put together to come up with a combination of a concept for the event

iv) How should an event planner evaluate a venue to make sure that it best serves the event’s requirements? 

The planner should get as much information as possible off of the venue sales manager in order to see if their venue is suited to what they need for the event or not.
It is vital for the planner to find out to what extent promotional activities can take place at the venue:
· The ability for displaying banners and signage
· Shipping and receiving service
· Availability of telephones in meeting rooms
· View the facility
· Inquire about audio/visual and equipment
· Explore catering options
· Document budget
· Staffing
· Safety
· Accessibility
· Clean-up
An event planner should evaluate a venue on a number of critical points to ensure that it best serves the requirements for that particular event. These include:
· Logistics, the need to consider items required with long lead times and order these far in advance of the event date
· Supplies, transport and distribution
· Technical facilities
· Lighting
· Sound and communication
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

C, 30- 45 Minutes

2) “An event planner is a person with appropriate skills for making timely decisions “Discuss this.

This is true to a certain extent, but the event planner also has to have many other skills. The event planner needs to create a schedule in the lead up to an event so that they are able to see what actions they need to do, and when, to make sure that other colleagues are doing the jobs they have been assigned too.

Products with long lead times will need to be ordered early so time management is a key skills for an event planner to possess. An event planners time management is crucial in order to oversee the programme of the event sections itself and to make sure nothing overruns.

3) Write a short note on “the benefits of successful and safe events”

[bookmark: _GoBack]One of the benefits of hosting a safe and successful event is repeat custom and customer loyalty, if attendees feel like it was a good, well run and safe event then they have no reason for not coming back to another event, whereas if they feel unsafe then this may stop them going to another event. One of the major keys to having a successful event is to plan everything in detail and double check final details in the lead up to the event to make sure everything has been done and nothing is out of place. After an event if clients think the event has been successful then they are likely to want to keep you for another event of theirs and this can lead to long-term contracts with that company and support from clients, staff and stakeholders. 


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 gets 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 client to establish his goals, objectives, and budget

F- Carefully interviewing client to establish his goals
E- Budgeting
A- Acquisition of permits
B- Food and catering arrangements
C- Decorating
D- Monitoring the event
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