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1.
To find the ideal venue the event planner should liase closely with the client, making sure they know exactly what is required.  They should keep the client informed of progress throughout the planning process by producing a schedule of events which shows the timeline and a breakdown of activities from planning to the end of the event.  The planner is responsible for budgeting and producing a balance sheet listing all the expenses and should inform the client of any overspends and confirm this with them.
Another good tool to aid the success of an event in to have an event management plan which includes all the information required to host an organised and smooth event as well as safe as it should include contingency plans to deal with unexpected problems.
Safety is the responsibility of the planner.  They should have knowledge of emergency numbers and local hospitals.   The venue should be checked to ensure all fire and safety protocols are in place including fire exits and evacuation procedures in an emergency and security measures.  Ensuring Insurance and licences are in place is also the responsibility of the planner.
The Disability Act requires planners to ensure that support and adequate access is available to guests that require assistance, including making sure there is wheelchair access at the venue.
The clearing and packing up at the end of an event should also be planned for which includes allowing for staff to carry this out.  It is the responsibility of the planner to make sure that the venue is left in its original condition.



JO REID
ID 27923
Assessment #1
Page 2

2.
To ensure the perfect venue is chosen the requirements of the client need to be researched to create a unique design for the event if one hasn’t already been created.  When selecting the best venue it is important to consider that the suitable facilities are available.  For example; catering facilities, accessibility and safety aspects, as well as creating the perfect atmosphere, making sure the venue comes within the allocated budget. 
Catering arrangements need to be planned.  This includes refreshments, meal planning and the timing of breaks for refreshments also needs to be included.
The needs and any special requirements of the guests also need to be considered.  Transportation and provision for accommodation may also need to be planned for if required and booked.  If not done invitations may need to be organised and sent out or marketing campaigns put in place if this is relevant to the type of event planned.
It is essential to consider the logistics of planning an event.  Good access to the venue is necessary to allow access for goods and any other services required.  This ensures there are no delays in supplies arriving.
Finally, evaluation of the event is important, it allows you to see the whole picture.  To give an effective analysis of performance and budgeting strategy, attendee satisfaction and assist with avoiding errors in the future, all leading to a good reputation as an event planner.
3.
It is important to understand why the event is being held to enable the planner to evaluate the needs of the client and tailor the event to their particular requirements.
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Knowing who will be attending the event is essential to understand the needs and requirements of the guests for the formation of a suitable event management plan and knowing who the target audience are will be very valuable and form the basis any marketing strategy if this is required.
Finding out when the event is planned for is crucial to avoid any conflicts with other events and the availability of prospective venues.  Also weather conditions or time constraints could have an impact on planning timelines.
Where the event is to be held is vital to guarantee that it is possible to design the desired unique idea and create the right atmosphere, helping to ensure the event is a success.  The venue also needs to be suitable and accessible for the attendees and have all the facilities that will be required.
If there is not already a concept designed for the event, it is important to find out any ideas the client has and what they require.  This may involve a brainstorming session to assess ideas and come up with the best concept for the event.  Once the concept is decided upon, Planning can begin and ensuring the right venue will serve the purpose.
4.
When choosing a venue the type of event, the numbers of people attending and the idea and atmosphere the client wishes to be created should all be taken into account.
The first consideration should be the dates that are available and that the facilities that are required for the event are accessible.  For example: the capacity, seating, sound systems, location of toilets, available rooms and any restrictions regarding the use of the facilities.  The event may require the use of business facilities.  It is important these are in place and meet the needs of the client.
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It is essential to view potential venues, not only to make sure all the facilities required are met, but to also make sure the venue is attractive and well maintained.  The venue also needs to be able to create the right ambience and reflect the event concept to ensure the success of the planned event.  Safety also needs to be considered, that there are protocols in place for this.
Consideration of the catering arrangements is very important.  So when visiting proposed venues a check needs to made that the kitchen facilities are adequate and what the menu options are.  Dishes should also be tasted to make sure they meet the required standards.
The budget also needs to be taken into consideration.  The cost of the services that are going to be provided and if they are cost effective.  Also what the cancellation charges and policies are.
5.
To be a successful event planner a good education is required along with a range of experience within the industry.  Excellent organizational and analytical skills is probably one of the most important skills to possess along with good social and communication skills which are required to be able to identify with clients and communicate with other service providers.  A lack of understanding of what the clients wants could result in getting the design of the event wrong.  Good negotiating skills are also invaluable when planning services, misunderstanding could result in having to re-arranging services leading to time delays and a possible overspend on the budget.  
Events need to be meticulously planned and carried out in a methodical and organised manner.  A lack of organization and attention to details would result in an unsuccessful event or unexpected incidents occurring.  This could also lead to the planner gaining a bad reputation and have an effect of the business of the planner or client.
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It is essential to have good time management skills and the ability to work to deadlines to ensure the smooth running of events.  A lack of these skills would result in a badly organised event and may increase the chance of unexpected problems.  In these cases it is good to have problem-solving skills and be able to deal with pressure situations.
A good understanding of marketing, project management software and computer literacy is required as these are important aids to managing an event.
A lack of any of the required skills may result in a poorly run event, unhappy clients and to possibly the event planner acquiring a bad reputation.
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