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BTEC National Certificate in Business Management

Unit 18 – Managing a Business Event

Assignment 1 (P1 & M1): - Role of an event organiser / Organisational and legal requirements  

You are part of the ASFC student council.  The council wants to organise an event for the students and you have been asked to research how events are run by other organisations.  You must present your findings in a report format, which needs to be addressed to the Principle. You should structure your report as outlined below in tasks 1 and 2.

This assignment assesses:

P1
Describe the role and skills required of an event organiser.

M1
Assess the importance of meeting organisational and legal requirements when planning a business event

Signed (IV) ___________________________________________


Print name ___________________________________________

	P1
	Based on the visit to JD Williams in Manchester and the presentation by their Event Organiser, you need to describe the role of an Event Organiser.   
Task 1 - In your report include the following: 

a) Briefly describe JD Williams’s organisational objectives.   

b) Describe the role of an Event Organiser, you must include the following information 

i. Organising – venue (the actual place where the event is being held e.g. The MEN arena), location (the area where the event is being held e.g. Manchester City Centre) catering, (the company who will provide the food and beverages).   
ii. Planning & reserving facilities (the arrangement of travel and accommodation for participants) 

iii. Setting up programmes; 

iv. Preparing and distributing supporting documents 

v. Organisational procedures; 

vi. Current legal requirements e.g. Health & Safety 
vii. Contracts, agreements, consumer protection; 
viii. Limits of role 
c) Investigate and explain the different skills required for the role of an Event Organiser. Include the following areas; 

· Communication and interpersonal skills
· Time management
· Problem solving
· Negotiating
· Planning
· Resource management
· Monitoring and Evaluating 



BTEC National Certificate in Business Management

Unit 18 – Managing a Business Event

Assignment 1 (P1 & M1): - Role of an event organiser / Organisational and legal requirements  

The President of the student council was impressed with the first part of your report and wants you to continue with your good work and complete the report.  This section will assess your understanding of the importance of meeting organisational and legal requirements. 

	M1
	Task 2 – Using JD Williams as an example, include the following in your report: 
d) A brief description of legal requirements

                         e.g. 

i. Health and Safety 
ii. Insurance 

iii. Risk Assessment 

iv. Supplier contracts and agreements (like booking a venue / hiring equipment)

e) Assess the importance of meeting legal requirements  

i. Consequences of not complying with legal requirements 
ii.  Benefits of meeting legal requirements 
f) Assess the importance of supporting organisational goals  

i. Consequences not supporting the organisational objectives
ii.  Benefits of supporting organisational objectives



Date assignment issued ______________________________________

Deadline date 

______________________________________
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Assignment 2 (P2, P3, & P4): 

The Event (Planning, Participating and Problems)

The Principal was very pleased with your report.  They would now like you to work in a team formulate ideas, plan and run an event on behalf of Ashton Sixth Form College.  

This assignment assesses:

P2
Make arrangements and prepare a planning schedule for a business event

P3
Describe how three types of problems arising before or during a business event can be resolved

P4   Participate in administrative support activities for a business event

Signed (IV) ___________________________________________


Print name ___________________________________________

	P2
	Task 1 – Running the event 

As a member of a event organising team you need to provide evidence of:  

· The booking of a venue, 

· Identifying resources

· Arranging travel 

· Organising materials

· Health, safety and security of the venue and equipment. 

· Planning schedule for an event  (This should identify estimated timescales and budget allocations.)



	P2
	Task 2

As a team complete a risk assessment for your event. This will help identify problems that you will need to overcome before your event takes places.   




	P3
	In order to review your event, you need to describe the problems you faced before and during the event. This will need to be done on a brief sheet.   
Task 3 - A supporting brief with examples of different problems that you as an individual or as team members have experienced. This could include: 

· Faulty equipment

· Non-delivery of resources

· Typographical mistakes on posters/flyers/adverts/invitations. 
For each problem you will need to explain how you resolved them.  This could include:
Don’t forget to use the risk assessment to give examples of typical problems and explain how you dealt with them.



	P4
	Task 4 – Running the event 

You must demonstrate how you have participated in tasks such as: 

· Greeting delegates

· Writing emails and letters and using other forms of communication. 

· Checking equipment is working,

· Taking notes (minutes) 

· Recording attendance and cancellations. 

Evidence can be in the form of observation, records or witness testimonials, together with a written account.



Date assignment issued ______________________________________

Deadline date                 ______________________________________
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Assignment 3 (P5):- After the Event

The College is interested in knowing and understanding how your team will manage resources after the event has taken place. As a result you will put together and deliver a PowerPoint Presentation to the Senior Leadership Team at ASFC.  

This assignment assesses:

P5
Outline the administrative tasks to be completed after a business event.

Signed (IV) ___________________________________________


Print name ___________________________________________

	P5
	Task 1 - PowerPoint

You will need to describe the processes to be followed when clearing and vacating the event. They must include how the event evaluation should be coordinated, the preparation and circulation of materials, and any budgetary reconciliation. 
You should include:

· Vacating the event, e.g. leaving the venue clean and tidy, returning or securing equipment

· Evaluating the event e.g. debriefing, participant questionnaires, event problems, solutions and lessons to be learned

· Circulation of materials after the event e.g. meeting minutes, evaluation forms or questionnaires




Date assignment issued _________________________________________

Deadline date                  _________________________________________
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Assignment 4 - (M2, M3, D1, D2): Analyse and Self Evaluation

The event is now over and you are in a reflective mood. You intention is to write a concise and effective report for students who may want to organise an event at ASFC. 

This assignment assesses:

M2
Analyse the arrangements made by an event organiser for planning a business event
M3
Analyse how evaluating a business event informs future planning.
D1    Evaluate the management of a business event making justified recommendations for future improvements
D2    Evaluate feedback from guests participating in the event.

Signed (IV) ___________________________________________


Print name ___________________________________________

The report will consist of key parts/sections and are as follows: 

	M2
	Section 1 -  An analysis of the planning 
In this section is split into two parts: 

Part A - You will need to reflect on your own event and identifying another event, e.g. an in-house training seminar or an off-site exhibition, or any other event that you have attended, explaining the similarities and differences of the key planning activities undertaken. It is recommended that you look at an event similar to yours. 
Part B – You now need to look at what went well and what could have been done better in the planning; this part is your opinions.  But ensure you justify why you think it was positive or a concern. 



	M3
	Section 2 – The purpose of evaluating for future planning 
In this section you will need to explain the benefits of reviewing your event. Mention the different methods of evaluation, e.g. a questionnaire, interviews, or focus groups, explaining how they contribute to identifying problems and providing solutions for future events.

There are some limitations to evaluating the event, you should also mention them. 




	D2
	Section 3 – Feedback from the attendees. 

You will need to evaluate the feedback from people who attended the event. 

In this section you will need to use the information collected (both quantitative and qualitative), from your questionnaires / evaluation sheets, interviews and focus groups. 




	D1
	Section 4 – Recommendations 

You must evaluate how the event was managed in order to make justified recommendations for improvements to future events. Here you will take into account the feedback from the attendees, the comparison you made with another event (M2), your team members opinion and your own.  



Date assignment issued ______________________________________

Deadline date               ______________________________________
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