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                                         The event Management Plan
1. Short Questions:
i. Most of the public events involve variety of safety requirements posed by the local councils and other government departments. What types of permits you may require getting in order to meet those requirements?
The following are some of the permits you may require obtaining.
 Road closure permit; For closing off a road.
 Fire permit; For large gatherings and events involving fireworks etc.
 Food vending permit; Allows the buying and reselling of food.
 Health and safety permit; H&S of the event including handling of the food.
ii. What is the importance of conducting a pre-event briefing with the participants? What sort of issues should be discussed in pre-event briefing?
Issues that will be discussed during pre-event briefing are;
Timetables; Are important to ensure all activities follows the timetable.   
Security; Ensures health and safety of guests throughout the event.
Communication; Means of communication during the event. 
Emergency procedures; Means of dealing with emergency scenarios.   
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iii. “A well-managed ticketing process is essential to conduct a safe and well-organised event”. How?
Well managed ticketing process can serve as means of controlling the crowd and hence improve the safe keeping of the attendees. Managing arrivals, proper queuing systems, entrances, seating plans, food facilities all these contribute to a safe and well organise event.

iv. What is a site plan? Why is it said that a site plan is an essential tool in event planning management?
A site plan is a map that shows the location of the event venue in relation to other landmarks close by. The reason site plan is essential tool, is because it helps in planning and managing the event. Can help Stakeholders plan their activities without seeing the site. It further helps with quick response into areas of incidents. 
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2. What are the benefits of conducting debriefing after the event? What sort of information is gathered in this type of meeting?
Debriefing always takes place at the end of the event and its this time that stakeholders will be briefed about the positives and negatives in terms of what has gone wrong and what has gone right and where to improve. It is an evaluation of event to identify and learn what improvement need to be done. Below are some of the information that is gathered after the event for evaluation in order to assess how successful the event and enhancements that need to be done. 
-Security: Safety of the attendees and their properties. Information about the security is one of the important aspects of the event.
-Entrances: How easy and quick to get in and out. Were there enough entrances for the guests and smooth running of the queues. 
-Emergency & First aid: Information about all means of evacuation and first aid, all escape routes including fire exit doors if they were tested and kept ready in case of quick crowd evacuation. 
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-Accessibility: Ease of access for the disabled and the old. Special entrances for the production teams, caterers and all the staffs.
-Seating: Sometimes people would like to change their allocated seats just because they want to seat with their friends, this can create problems how smooth this situation was dealt with.
-Food and Beverages: Information about how smooth queues were running on the kiosks for food and drinks.
-Incidents: Number of incidents if any and if there were any casualties in that incidents and how efficiently incident was dealt with.
-Transportation: Was there adequate information for the guests of how they can get to the venue for those using public transport.
-Parking: Adequate Information for parking areas and their restrictions 

3. Produce an outline plan for an event of your choice which should include:
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a) Purpose and type of the event
The type of event is a social event and the purpose is to provide leisure activity for the community and bring families together for enriching experience where they can participate and be entertained. 

b) Event partners
For this event the partners are Turkish restaurant, Sultan kitchen who will be also providing the catering services as well as promoting their cuisine.  

c) Budget review
Budget review took consideration of families with kids so services like catering services where important including, decorations, DJ, Venue, Security and marketing.
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d) Performers and participants
DJ to play music and, we will have karaoke type of entertainment where individuals who want to perform will be allowed to showcase their talent. 

e) Appropriate timelines
Eid will be on 4th June therefore the event will take place on the end of the week which will be 8th June, should be in the afternoon. 

f) Physical and human resources required
Personnel; Event manager and operational manager, staff serving food and drinks, and door security to check tickets and invitations cards.

g) Target audience
People of all ages who will from the local community who would like to celebrate Eid day after the long fasting month of Ramadhan. 
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h) Promotional activities
Sending flyers to the targeted audience and set up a website to enable the guests to have an easy access of information. 
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