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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. 
	1.1. An Event Planner/Coordinator is responsible for the smooth running of an event for the corporate market or a social event. They are required to liaise with the client to establish the purpose and aims of the event and to put together a budget which they must work towards. It is necessary that they keep a schedule of events document which contains the timings for the event and details about the venue, equipment set up, transportation and hospitality. 

1.2. The main tasks involved in planning an event are as follows; 

· Carrying out research 
· Coming up with an original design/theme for the event 
· Finding the right venue for the event 
· Organising Catering, accommodation and transport where required 
· Evaluating the event on completion 

1.3. A useful tool to use when gathering information whilst planning an event are the 5Ws. These are; 

· Why – the reason the event is being held, what are the goals and objectives of the client/host
· Who – Find out who the target audience are so that you can tailor your marketing plan to attract these individuals 
· When – The date and time. It’s important to check that the event doesn’t clash with any other events of a similar nature
· Where – locating a suitable venue for the event. Taking into account the size of the venue, access and facilities
· What – you will need to put together a concept for the event if the client/host hasn’t already decided upon one. Brainstorming session are a good starting point for this to gather ideas. You can then discuss the practicalities of these ideas followed by research

1.4. When evaluating a venue for your event there are a number of factors that the event manager should consider.

Firstly the size of the room. Can it accommodate the numbers of guests that are anticipated to attend as well as the desired table/seating layout?

Check the location of facilities required i.e the toilets, staging area as well as the required external locations such as hotels and transport connections. 

Check with the venue sales person about the policy on displaying items such as banners and signs or decorative items so that you are aware exactly what is allowed and where. 

Find out about catering services available at the venue. Do they have in-house catering, or would you need to source outside caterers. Find out costs and if they use outside catering gather information about any they recommend.  

Enquire about the availability of audio and visual equipment. For example, internet access, projectors and screens. 

1.5. When arranging a refreshment break for a group of 1000 people an event planner should allow 30 minutes. For a group of 100 the planner should allow 15 minutes and for 1000+ they should allow 30-45 minutes.

2. I think it’s important that an event planner can make timely decisions because often situations will arise and they will have to think on the feet.  For example, a guest speaker hasn’t arrived for a conference. The event planner will need to decide quite quickly how to deal with this whilst keeping the client and guests as happy as possible. Ideally they will have a backup speaker who can step in. If not they will need to decide how to fill this time spot.

They are also often working to tight deadlines when putting the event together. Sometimes a client will appoint an event planner without allowing a lot of time. Therefore the planner has to quickly make decisions on venue, concept, catering etc.

However, I also believe that there are other skills that the event planner must possess that are equally important. Good Communications skills are essential. As an event planner you will be speaking to people face to face, by phone and via email throughout the whole process. It’s important that you can communicate clearly your requirements to staff and suppliers so that everyone is on the same page. 

People skills are another important skill. Event planning is all about working with people. A successful planner must keep a level head when dealing with people in coordinating an event, especially since smooth working relationships are necessary to ensure that an event goes well. 

Exceptional organisational skills are needed as organisation is key to successful events. Event planners have to juggle a number of tasks at once to ensure that the event runs smoothly. 


3. The key to holding successful & safe events comes down to thorough planning. It’s useful to use an event management plan that contains all of the information and processes about the event. 

There are many benefits to holding a successful and safe event. Firstly, you want the event to be safe so that you minimize the risk of accident or injury that could be caused therefore reducing the risk of liability and the costs involved in an insurance claim. It’s advisable to appoint a qualified Health and Safety advisor who can ensure risk assessments are carried out.

You want the event to be successful so that the client is happy with your work and you can secure future business through them as well as being recommended by them. 

You also want sponsors and employees to work for you again at future events and there is more chance of this if the event is successful. 

No matter how well you plan an event there will be issues that arise so it’s good to put in place a contingency plan that you can turn to when unforeseen situations arise. A contingency plan would include alternative options and solutions in the event of; 

· Adverse weather conditions that could affect the event
· Equipment Failure
· Special guest/entertainment who don’t attend
· Issues with suppliers


Case Study
The sequence of working procedures is; 
1. Carefully interviewing client to establish his goals, objectives and budget 
2. Budgeting 
3. Acquisition of permits 
4. Food & catering arrangements 
5. Decorating 
6. Monitoring the event 
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