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1. As a conference planner, you are estimating the total earnings from ticket sales,
exhibitor booth rentals, workshop charges, and advertising. What financial management
concept does this estimation correspond to?

A.  Profit
B.  Depreciation
C.  Inflation
D.  Revenue

2. Emily is preparing a budget for a charity gala. She examines the costs associated with
hosting the event at various venues. One venue offers a fixed rental fee, janitorial
services, and security staff costs, regardless of the number of guests. What are these
costs referred to in financial management?

A.  Gross income
B.  Net income
C.  Fixed cost
D.  Variable cost

3. Your company is launching a new product with a marketing campaign. To compute the
expenses related to this campaign, consider the following costs. What term accurately
represents the sum of all the expenses for this campaign? Cost Type Description
Amount Fixed Cost Initial design work for the campaign $5000 Variable Cost Social
media advertising (budget per viewer) $2 per viewer Variable Cost Expected number of
viewers 5000 viewers

A.  Revenue
B.  Total cost
C.  Fixed cost
D.  Variable cost
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4. When should the program design be completed before the scheduled major event?
Task Relative Time Frame Before Event Program Design Completion 4 months Trainer
Assignments 3 months Program Review and Edits 2 months Program Launch 1 month
Post-Event Evaluation 1 week after

A.  1 month
B.  4 months
C.  2 months
D.  3 months

5. During an event lifecycle process, which phase involves issuing requests for
proposals (RFPs) and selecting suitable venues for an international conference?

A.  Site Selection
B.  Concept Development
C.  Planning
D.  Closure

6. In managing a large conference project, during which phase should a meeting
professional finalize a sponsorship agreement with major sponsors?

A.  Administering
B.  Closing
C.  Conducting
D.  Planning

Want the other 1499+ questions & full timed mock exams? Unlock at
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7. Who typically leads the post-event evaluation meeting for a corporate event?

A.  An external consultant
B.  Assistant manager from the venue
C.  The event manager
D.  Sponsor representative

8. Which component is essential in all risk management plans for event planning?

A.  Decor Plan
B.  Guest List
C.  Action Plan
D.  Entertainment Schedule
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9. Who is responsible for managing transportation logistics and schedule adjustments
during a large outdoor event?

A.  Public Relations Officer
B.  Technical Director
C.  Event Host
D.  Logistics Coordinator

Study offline on the free app — search your exam on the App Store or Google Play

10. Which of the following best describes the three standard audiovisual setups for
conferences? Setup Type Description Classroom Rows of tables with chairs facing the
front. Theater Rows of chairs facing the front without tables. Boardroom Single table
with chairs around. U-Shape Tables arranged in a U-shape with chairs around the outer
side.

A.  Reception, Theater, and Cabaret
B.  Cluster, Cabaret, and Boardroom
C.  Classroom, Theater, and Boardroom
D.  U-shape, Boardroom, and Banquet

11. Which seating arrangement combinations are appropriate for the following corporate
training activities? Choose the combinations that best enhance the session's
effectiveness. Training Activity Preferred Seating Arrangement Lecture Group
Discussion Workshop Networking

A.  Training Activity Preferred Seating Arrangement Lecture Hollow square Group Discussion
Reception style Workshop Banquet style Networking Boardroom style
B.  Training Activity Preferred Seating Arrangement Lecture Theater style Group Discussion Hollow
square Workshop Boardroom style Networking Reception style
C.  Training Activity Preferred Seating Arrangement Lecture Classroom style Group Discussion
Theater style Workshop U-shape Networking Hollow square
D.  Training Activity Preferred Seating Arrangement Lecture Banquet style Group Discussion
Boardroom style Workshop Reception style Networking Theater style

12. What is the name of a structured meeting format that encourages audience
interaction and allows for free exchange of ideas, commonly used in educational
environments?

A.  Colloquium
B.  Panel discussion
C.  Workshop
D.  Symposium
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13. In organizing a large music festival, during which phase are decisions most likely to
be made based on initial estimates or incomplete data?

A.  Executing
B.  Closing
C.  Initiating
D.  Planning

14. All of the following are common categories in a corporate event budget except:
Category Venue Costs Catering Transportation Miscellaneous

A.  Transportation
B.  Miscellaneous
C.  Venue Costs
D.  Catering

15. When submitting a proposal for a new product launch PR campaign, include all the
following information except: Document Type Content Description Media Plan Details of
media outlets, scheduling, and press releases Target Audience Analysis Demographic
information and consumption habits Budget Breakdown Costs for promotional
materials, events, and advertisements Internal Strategy Notes Internal objectives and
tactics to be used, confidential company data

A.  Internal Strategy Notes
B.  Media Plan
C.  Target Audience Analysis
D.  Budget Breakdown
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16. In preparing a comprehensive post-event report for a recent conference, which
project management phase would typically involve completing financial settlements,
evaluating attendee feedback, and making recommendations for future events? Phase
Task Included in Post-Event Report? Initiating Define objectives and scope Planning
Develop timeline and budget Executing Manage event logistics Monitoring and
controlling Track attendance and engagement Closing Evaluate feedback and finalize
accounts Yes

A.  Executing
B.  Monitoring and controlling
C.  Initiating
D.  Closing

17. Which meeting or event design format involves a moderated discussion among a
group of experts sharing diverse perspectives on a given topic?

A.  Roundtable Discussion
B.  Knowledge Panel Discussion
C.  Lecture
D.  Workshop

18. What term describes outdoor seating arrangements that promote a moderate level of
participant interaction, facilitating an equal mix of one-way and two-way communication
among attendees?

A.  Moderate
B.  Low
C.  High
D.  Dynamic

Want the other 1499+ questions & full timed mock exams? Unlock at
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19. Which of the following is the primary purpose of a conference program agenda?

A.  To list all potential networking opportunities
B.  To outline the cost estimate for conference meals
C.  To provide a clear schedule of events for all participants
D.  To detail the technical requirements for each session
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20. After you select a caterer for your corporate event, you should:

A.  Agree on payment terms
B.  Sign the catering contract
C.  Schedule a tasting session
D.  Decide on menu options

21. Which of the following is not a common challenge in managing outdoor events?

A.  Electricity supply issues
B.  High security costs
C.  Unpredictable weather
D.  Limited accessibility

Study offline on the free app — search your exam on the App Store or Google Play

22. In an amusement park, who holds the ultimate responsibility for overseeing overall
operations, sales, and ensuring a positive visitor experience?

A.  Park Manager
B.  Operations Director
C.  Attractions Manager
D.  Marketing Director

23. What distinct feature separates convention centers from other types of event
spaces? Facility Type Exhibition Space Sleeping Rooms Included Convention Center
Yes No Banquet Hall No Yes Hotel Conference Room No Yes Co-working Space No No

A.  They often include sleeping rooms on-site.
B.  They are primarily used for small, intimate gatherings.
C.  They are designed for co-working and office sharing purposes.
D.  They can accommodate large events with extensive exhibition space.

24. Which of the following assessments is crucial to ensure that a conference proceeds
smoothly without interruptions caused by potential equipment failures or scheduling
conflicts?

A.  Participant satisfaction assessment
B.  Operational assessment
C.  Budget assessment
D.  Venue suitability assessment
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25. A company is preparing a strategic plan for their upcoming international conference.
Which of the following elements is not typically part of a strategic plan for such an
event? Element Included in Strategic Plan Mission statement Yes Vision Yes Team
formation Yes Venue selection No

A.  Vision
B.  Team formation
C.  Venue selection
D.  Mission statement

26. In strategic planning for meetings and events, what does the acronym CSF mean?

A.  Critical Success Factors
B.  Customer Satisfaction Feedback
C.  Cost Saving Features
D.  Corporate Strategy Framework

27. Communication protocols for event management plans should be all of the following
except:

A.  Unstructured
B.  Clear
C.  Timely
D.  Confidential
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28. After conducting several stakeholder meetings, which document is most crucial for
ensuring alignment on project goals and expectations?

A.  An action plan
B.  Meeting minutes
C.  A meeting agenda
D.  A project charter
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29. Which of the following lists comprises the primary elements that should be protected
in a risk management plan for an international sports event?

A.  Participants, venue vendors, ticket sales figures, merchandise, relationships, public feedback
B.  Relationships, sponsors, financial investments, media coverage, safety checks, organizational
goals
C.  Equipment, financial backers, security personnel schedules, transportation logistics, event
timeline, professional reputations
D.  Participants, event information, equipment and facilities, financial investments, organizational
image, professional reputation

30. As a product manager for a new software launch, your goal is to maximize visibility
through influencer partnerships. How should you plan the delivery of promotional
content to fit with influencers' posting schedules?

A.  By delaying content delivery until just before the software launch to create last-minute excitement
B.  By distributing content to influencers randomly, assuming they'll fit it into their schedules
C.  By sending content to all influencers simultaneously without considering their individual
publication schedules
D.  By coordinating content delivery with the influencers' publication schedules to ensure timely
posting
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1. D — Revenue
Answer: Revenue In the context of conference planning, revenue refers to the total income generated from
various sources such as ticket sales, exhibitor booth rentals, workshop charges, and advertising.

2. C — Fixed cost
Answer: Fixed cost Fixed costs are the expenses that do not change with the number of attendees and
include items such as venue rental fees, janitorial services, and security staff that remain consistent
regardless of guest count.

3. B — Total cost
Answer: Total cost The total cost of the marketing campaign includes both fixed costs and variable costs. The
fixed cost is $5000 for the initial design work. The variable cost is $2 per viewer multiplied by 5000 viewers,
totaling $10,000. The total cost (TC) can be calculated using the formula: $$TC = FC + VC$$, which equals
$$5000 + 10000 = 15000$$.

4. B — 4 months
Answer: 4 months Designing a program should be completed 4 months ahead of a major event to ensure
ample time for other preparatory tasks like trainer assignments and program review prior to launch.

5. A — Site Selection
Site Selection is the phase of the event lifecycle that focuses on choosing a suitable venue after issuing RFPs
and assessing potential locations. This phase is critical for international conferences needing logistical
evaluations and appropriateness. Concept Development involves formulating the event idea and objectives.
Planning involves detailed preparation of event logistics. Closure encompasses the acknowledgment that all
post-event activities are completed.

6. C — Conducting
Answer: Conducting In the conducting phase of project management, key agreements and contracts are
typically finalized. This phase ensures that all necessary components, including sponsorship agreements, are
secured to progress with the project. During the planning phase, project needs are identified and strategies
are developed to meet them. The administering phase manages relationships and ensures compliance with
contracts, while the closing phase verifies completion and confirms objectives are met.

7. C — The event manager
The correct answer is: The event manager. The event manager is responsible for assessing the success of
the event, gathering feedback, and identifying areas for improvement, making them the appropriate person to
lead the post-event evaluation meeting. Sponsor representatives, external consultants, and assistant
managers from the venue might attend the post-event evaluation but do not typically lead it.

8. C — Action Plan
Answer: Action Plan An action plan is essential in all risk management plans as it defines the steps to be
taken in response to identified risks. Without an action plan, the team would not have a predefined method of
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addressing risks when they occur, potentially resulting in mismanagement or even failure of the event. The
remaining options are incorrect. An entertainment schedule, while important for event execution, does not
address risk; a decor plan focuses on the aesthetic aspects of an event; and a guest list is crucial for ensuring
proper attendance but does not impact risk management directly.

9. D — Logistics Coordinator
The Logistics Coordinator is responsible for coordinating transportation logistics and schedule adjustments.
The Public Relations Officer handles communications and media relations. The Technical Director is in
charge of technical aspects like sound and lighting. The Event Host facilitates interactions during the event.

10. C — Classroom, Theater, and Boardroom
Answer: Classroom, Theater, and Boardroom The three standard audiovisual setups for conferences are
Classroom (facilitates note taking), Theater (maximizes seating capacity), and Boardroom (ideal for meetings
with audiovisual aids). Other setups like U-shape or Banquet are not typically standard setups for audiovisual
purposes.

11. B — Training Activity Preferred Seating Arrangement Lecture Theater style Group Discussion
Hollow square Workshop Boardroom style Networking Reception style
Correct answers: Lecture - Theater style; Group Discussion - Hollow square; Workshop - Boardroom style;
Networking - Reception style. Theater style is most effective for listening-oriented sessions like lectures.
Hollow square facilitates open discussions. Boardroom style works well for hands-on workshops with direct
interaction. Reception style is suitable for networking where participants move freely.

12. A — Colloquium
Answer: Colloquium A colloquium is a meeting format that encourages informal discussions and exchange of
ideas. It is often used in academic or educational settings to explore various subjects. Even though panel
discussions, workshops, and symposiums also provide platforms for discussion, the colloquium is especially
known for its less formal approach to encourage spontaneous idea exchange.

13. C — Initiating
Answer: Initiating In the initiating phase, critical decisions about the music festival, such as estimated
attendance and cost projections, are made based on limited data. These estimates are crucial for the festival's
early planning stages and are later refined as more information becomes available.

14. B — Miscellaneous
Answer: Miscellaneous When planning a corporate event budget, venues, catering, and transportation are
typically specific, predefined categories with set parameters and estimates for costs involved. 'Miscellaneous',
although sometimes used to group unexpected or minor expenses, is not a standard, predefined category like
the others and thus considered less formalized and predictable in budgeting.

15. A — Internal Strategy Notes
Answer: Internal Strategy Notes A comprehensive PR campaign proposal needs to be client-facing and
relevant to stakeholders. It should include details about media outreach, target demographics, and a financial
overview. However, internal strategy notes comprise internal objectives and confidential company tactics,
which are not necessary for the client at this stage.

16. D — Closing
Answer: Closing In the closing phase of project management, tasks related to the wrapping up of an event or
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project are conducted. This includes evaluating attendee feedback, finalizing financial settlements, expressing
gratitude, and making recommendations for future events.

17. B — Knowledge Panel Discussion
Answer: Knowledge Panel Discussion A Knowledge Panel Discussion involves a group of experts discussing
a topic moderated by a facilitator. It allows participants to gain insights from various angles on the subject.
The remaining answer options are incorrect. A lecture is a singular speaker presenting information to an
audience. A workshop is an interactive session focused on skill development or problem-solving. A roundtable
discussion involves an informal conversation among participants without a central speaker or moderator.

18. A — Moderate
Answer: Moderate Moderate seating arrangements in outdoor events are designed to foster balanced
interaction among participants. These layouts, like semicircles or clusters, allow for both unidirectional
presentation and interactive engagement.

19. C — To provide a clear schedule of events for all participants
Answer: To provide a clear schedule of events for all participants A program agenda serves as a detailed
schedule for a conference, ensuring that all participants are informed about when and where sessions are
occurring. It helps maintain organization and flow during the event. While it might include elements like
session descriptions or potential networking opportunities, its primary role is to keep everyone informed about
the schedule.

20. D — Decide on menu options
Answer: Decide on menu options. Once the caterer is selected, it's important to choose the menu that fits the
event’s theme and caters to the attendees' preferences. The other options are subsequent steps: agreeing on
payment usually follows menu selection, signing contracts confirms the agreement, and tasting sessions are
typically scheduled to finalize the menu selection.

21. B — High security costs
Answer: High security costs Outdoor events generally face challenges such as unpredictable weather, limited
accessibility, and electricity supply issues. High security costs, while possible, are not typically a prominent
challenge unique to outdoor settings compared to these others.

22. A — Park Manager
The Park Manager is responsible for the overall operations, sales, and customer satisfaction in an amusement
park, similar to how a General Manager oversees a venue. The Operations Director and Attractions Manager
focus on more specific aspects of the park.

23. D — They can accommodate large events with extensive exhibition space.
Convention centers are particularly designed for hosting large events which often include exhibitions and
trade shows. Unlike hotels or banquet halls, convention centers typically do not have sleeping rooms. This
unique feature allows them to focus on providing large, flexible spaces for exhibitions and conventions. Other
facilities such as banquet halls or hotel conference rooms might include sleeping accommodations but lack
the large-scale exhibition spaces that convention centers offer.

24. B — Operational assessment
Answer: Operational assessment An operational assessment involves scrutinizing the logistics and processes
in place to ensure all operations, such as equipment functioning, scheduling, and coordination, are optimized
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for a smooth flow of the conference. It helps in identifying any potential disruptions and enables proactive
measures to mitigate them.

25. C — Venue selection
Answer: Venue selection A strategic plan for an event typically includes a mission statement, vision for the
event, and considerations for team formation. Venue selection is a logistical element and usually is handled
separately from strategic planning.

26. A — Critical Success Factors
Answer: Critical Success Factors CSF represents the essential areas of activity that must be performed well
for a meeting or event to achieve its mission and objectives. Other options are unrelated to strategic planning
in meetings.

27. A — Unstructured
Answer: Unstructured

28. D — A project charter
The correct answer is a project charter. A project charter is a document that outlines the objectives, scope,
and participants of a project, providing a clear statement of project goals and expectations. This document is
developed from the inputs gathered during stakeholder meetings. An action plan is a detailed plan outlining
actions needed to reach one or more goals, whereas meeting minutes are records of what was discussed
during a meeting and an agenda lists the topics to be covered.

29. D — Participants, event information, equipment and facilities, financial investments, organizational
image, professional reputation
To effectively manage risk at an international sports event, it is essential to protect the following elements:
participants (from injury or security threats), event information (to prevent data breaches), equipment and
facilities (to maintain operational integrity), financial investments (to safeguard funding and sponsorships),
organizational image (to ensure positive public and media perception), and professional reputation (to uphold
the credibility of the organizing bodies).

30. D — By coordinating content delivery with the influencers' publication schedules to ensure timely
posting
Answer: By coordinating content delivery with the influencers' publication schedules to ensure timely posting
To achieve maximum visibility, it's essential to align your content delivery with each influencer's specific
timeline. This ensures your software launch is featured optimally when the influencer audience is most
engaged.
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