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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. 
		Comment by Windows User: 
Short questions
Question i.
“ Explain the duties and responsibilities of an event planner/coordinator “
      
· As an events planner you are completely responsible and accountable for every single facet of the event being planned and which will occur. The ability to show strength in all management fields is an essential trait. Firmness in one’s ability to delegate through all levels of staff is also a base requirement. These are only some of the endless attributes which must inspire total confidence in the client. Demonstrate these attributes in the first meeting with your client. He will feel confident in you and the budget draft can now begin.
· Pre-planning is the first step for any planner. He must have a basic visual in his mind which will frame the budget. This critical document is called the schedule of events, which is his master plan. This controls the efficient movement of people and equipment. Completing staff controls are imperative at all times. This will facilitate proper communication channels and ensure they are aware of reporting structures. Also, in the event of any small mishaps there are means to correct.
·  He must obtain from his client a basic list of his requirements e.g. an overview of who will attend, what logistics, location, catering types, when and his overall concept .Now his overview is complete. 
· Next up is a full and detailed inspection of the venue, he must ensure it meets all the necessary criteria- correct area, all permits available and in order, adequate facilities, accommodation, disabled access, reservations, decor, lighting, room set-up and menus, audio/visual, catering etc- food tastings can be organised on request, depending on the function and client requirements. The planner is then given time to apportion budget costs to each and every item on the budget. Further consultation with the client will then result in the budget being set in print and jointly signed. Budget over runs will no doubt occur, but must be treated as with any other budgeted doc. Agreed and signed off. Staffing is also the responsibility of the planner and her direct reports. The events planner has to at all times make sure that the function is progressing as planned and should any problems arise, be able to think on her feet and sort out with minimum fuss or participant awareness.
·  She also needs to be available to the client at all times. A good planner can procure whatever is necessary to appease within reason. Be flexible, adaptable and resourceful as things always move and change constantly. Be aware and on top of it where possible.
· It’s extremely important that the planner is logically minded and conscious of time e.g. able to plan, organize and listen, be enthusiastic, exude passion, and above all have back up plans (i.e. in foreseeing potential threats and risks. Double check everything – you can never be over prepared. Be passionate about your profession and thrive on all the challenges that stand between you and a successful event.
· Ensure all staff is aware of health and safety risks and applications. They must know exactly where all fire escapes are; first aid material is and above all is able to control a crowd in the event of an unplanned situation. Proper signage must be displayed directing participants to fire doors and escapes
· Finally, the event must run as smoothly as possible and without any hitches. Monitoring of the event will ensure this and it leaves open the potential for any future business. 
(answers extracted from supplied course material, but self interpreted)

Question ii
“Outline the main tasks involved in event planning “

· Meet with the client and understand his complete requirements.
· Undertake research activities and visualize how the event would unfold. Gather all necessary info regarding the event scope e.g. Number of people, capacity required, invitations, staffing responsibilities, scheduling of activities.
· Create a draft marketing plan to enhance the event and its target attendees.
· Prepare and present the event budget for joint signatures.
· Solicit bids from venues and all service providers (caterers, florists, audio/visual, photographers, decorators and ad-hoc suppliers) 
· Select an ideal location and venue. Inspect venue thoroughly to ensure it meets the clients criteria
· Plan and arrange all catering, transportation, accommodation, logistical processes, internal equipment, office/meeting rooms, and décor.
· Arrange pre-meeting with all related staff to discuss duties and responsibilities. This ranges from the concierge through to the meet/greet and welcoming staff, facilitators, caterers and waiters. Coordination and supervision of all staff is critical for the events success. They all must know what their job entails and their importance.
· Continually monitor the event as it unfolds to ensure all goals are met and the attendees and client are satisfied. This could lead to further use of your event management skills and the potential for future work
( answers extracted from supplied course material, but self interpreted )
.   
Question iii
“What are the five “ W’s” in event creation and what is their importance when planning an event “

WHY –     are we putting on this event and its concept and purpose.

      WHO –    do we want to come to come to the event .e.g. knowledge of your target audience is a must as you need this for your marketing plan.
 
      WHEN –   is the best time to stage the event, as you want to avoid conflict with other potential events.

      WHERE – is the best place to stage the event and what is most suitable and convenient.

      WHAT –   concept or idea will best suit the purpose of the event. It is generally recommended for planners to engage in “brainstorming sessions” to develop an idea or concept. Normally each participant can voice out ideas that they think of first, and make a note of said ideas on a whiteboard. Another list based on quality or attractiveness can be made and both joined to develop an event concept.

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

First up, the facility must be viewed and the following addressed:

· Physical state
· Adequate lighting
· Adequate capacity
· Layout flexibility
· Accessibility
· Location
· Parking
· Décor / Ambiance
· Disabled facilities / access
· Medical /Restrooms
· Hardware availability ( tables/chairs )

Inquire about the following:

· Audio / Visuals availability
· Fast Internet
· Projectors / Remote controls
· Screens
· TV Monitors / Video
· Whiteboard /Easel
· Acoustics


Explore Catering Options:

· Adequate kitchen facilities
· Menu availability
· Pre-tasting availability     

Document your budget relating to the above.

Detail all above costs relating to the venue. Also budget for office equipment and services costs, catering costs, facility costs and guarantees / cancelation policies.
( answers extracted from supplied course material )

Question v
“When arranging a refreshment break for 1000 people, an event planner should allow”
          30 minutes. As it is simply for refreshment. 

Question 2
“An event planner is a person with appropriate skills for making timely decisions “– discuss this.
 
They are analytical, whereby they can create, manipulate and utilize budgets and timelines. They have the ability to visualize “the big picture“and grasp requirements early.
They can work on their own, therefore can create the schedule of events and needs with no external approval. This critical document breaks down the entire event process into manageable (and measurable) bits.
They have strong delegation abilities. They can detail who is responsible, when and how activities will unfold and can pinpoint staff strengths and weaknesses, allowing them to resolve in a timely manner.
They have excellent time management skills, a requirement when dealing with multiple contractors, staff, their activities and timelines. This allows the event to run smoothly as all are aware of their duties, responsibilities and impact on the overall success.
A detailed planner can utilize multiple analytical tools at their disposal. Whether it may be hard copy or computer driven, they can identify and check on milestones, benchmarks, timelines and various checklists to monitor and keep all in check.
Their ability to pay attention to detail: Failure can lead to budget over run, time and deadlines missed and an overall lack of control. A well timed and detailed plan will yield a positive event.
They display good computer literacy: This opens up many tools such as project planning programs, event management software and budget spreadsheets. They can then and view, update and manipulate a live budget.
They have the ability to keep a cool head: This trait allows them to calm and control potential pressure situations and crises, bringing all parties back in line with the schedule. They can reassure and build up their staff’s feeling of importance in the part they all play and ensure this is a success.
Also a planner must have excellent problem solving skills/ techniques. This allows them to assist in all operational areas experiencing problems or people issues .They can iron out problems and avoid pitfalls, long before it can affect the overall plan. 
Question 3
“Write a short note on “ The benefits of successful and safe events “

· Pre-plan meticulously and develop a robust Schedule of Events. This ensures control of the movements of people and equipment toward a mutual successful goal.
· Have a contingency plan to deal with unexpected issues and conditions that may crop up. This together with the main schedule will ensure continuity and a smooth running event.
· Together, these plans will reduce the likelihood of issues or crises. There will be less cost resulting from security, repairs or cleaning.
· The ability to swiftly respond to unexpected occurrences and which is good for maintaining a secured 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.
· Reduction in liability arising from accidents and injuries with related insurance costs.
(Main notes taken from Event Management, Unit – 1.)
In summary, a well drafted contingency plan will allow for people to get away from immediate danger, summon emergency services, handle casualties, liaise with emergency services, provide first aid and medical assistance and protect property.(1)


Case Study
“ Rewrite the correct sequence of working procedures  as listed in the question, in order to plan a party event”

· Carefully interviewing client to establish their goals, objectives and targets
· This is critical in order for the planner so they can visualize, pre-plan and develop a schedule of events
· [bookmark: _Hlk510869449]Budgeting
· Prepare a budget based on all knowledge gained from the client’s requirements, whereby you understand what is available.
·  This document allows you to plan ahead. It can be adjusted according to      planning changes or unforeseen mishaps etc. 
  -  Basically, this will stop monies being spent and unaccounted for, as the      base budget and changes are all documented and signed for by planner and client.
· Acquisition of permits.
·  This must be one of the first steps in planning. Permits and licenses may   take considerable time (e.g. Drinks license) as they are usually procured through government and local councils which have set/rigid lead times.
· Food and catering arrangements
·  At this stage the venue is known and the base budget has been set. It is important to know your guest profile to prevent your event being labeled   a “rubber chicken event “or other unflattering, sub-par descriptions(2)  Decisions as to cater in-house ( which is more cost effective ) or hire external caterers. You can then plan on whether it’s a set menu or do guests need to choose beforehand. Also, you must allow for special dietary requirements. Additionally how will your food be served, how finger food will be laid out or distributed by waiting staff, or is it a sit down meal or buffet. Pre-tasting is recommended, especially if it’s a large group. 
· Decoration
· Once all the above is in place, decorating your event to suit your concept or theme can take place. It is necessary to set the mood, frame the emotion and underscoring your events importance. It can be simple (3) in-house décor (including chair covers and back ties, centre pieces, balloons, flowers, streamers, posters etc.) or professionally designed displays of intense and eye-catching colour and lighting. The décor must reflect a joint collaboration of event coordinators to arrive at a common agreement of the client’s requests. 
· Monitoring the event
·  Having worked hard to plan and deliver your event, you must invest time in evaluating how well it is running. Anything that can be measured can be improved (4). This is a critical task for evaluating an events success and analyzing any mishaps or objectives that were missed. You must break the event down into small tasks, assign them to staff to record and this will give you an overview of the events success. You could also have “mystery guests “who can observe and record the event on a checklist. The most meaningful feedback you can get is from the attendees utilizing post-event surveys and email correspondence (5). This should be low key as you don’t want to offend or annoy the attendees. Another key area is performance against budget and this can be used as data for future planning. Overall, by whatever means conducted, all the checklists and data gathered is invaluable to retain for your next or future events. It will also help you avoid recurring errors.

References:
· 1 - www.hse.gov.uk
· 2 - www.thebalance.com
· 3 - www.eventmanagement.com
· 4 - www.eventjuice.co.uk
· 5 - www.gevme.com
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