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CHAPTER ONE
1.0 INTRODUCTION TO SIWES
The Student Industrial Work Experience Scheme (SIWES) is an academic support unit designed to provide avenue for student to acquire practical industrial exposure in their study. The SIWES serves as an accepted skill training programme which is part of the minimum academic standard in the various institutions.
Expert are of the opinion that, there is a yearning gap between the learning acquired by graduate of Nigerian institution and the skill application required in the work place. Clearly, academic learning and theoretical knowledge alone would not usually prepare an educated person for the world of work. Consequently, the capacity of Nigeria graduate in innovation and creativity determines the extent of their potential contribution to the growing economy and national development. However, the expected contribution cannot be made by graduates who are lacking in practical skills, hence; Student Industrial Work Experience Scheme (SIWES) was established. The Student Industrial Work Experience Scheme (SIWES) is to let the student to have experience on works of their various field.
1.1 HISTORY OF SIWES
The Student Industrial Work Experience Scheme (SIWES) is a skill training programme designed to expose and prepare student of Universities, Polytechnic, Colleges of Technology, Colleges of agriculture and or meet after graduation. The scheme also afford students the opportunity of familiarizing and exposing themselves to the needed experience in handling equipment and machinery that are usually not available in their institutions.
Before the establishment of the scheme, there was a growing concern among industrialists that graduates of tertiary institutions lacked adequate practical background (studies) preparatory for employment in industry. 
The ITF solely funded the scheme during its formative years. But as the financial involvement became unbearable to the fund, it withdrew from the scheme in 1978. The Federal Government handed over the scheme in 1979 to both the National Universities Commission (NUC) and the National Board for the Technical Education (NBTE), Later, the Federal Government in November 1978 reverted the management and implementation of the SIWES programme to ITF and it was effectively taken over by the Industrial Training Fund in July 1985 with the funding being solely borne by the Federal Government.
1.2 Introduction to Event Planning and Management
Event Planning and Management involves organizing and coordinating various types of events, including corporate meetings, weddings, conferences, exhibitions, and social gatherings. The industry requires skills in logistics, budgeting, communication, and problem-solving to ensure successful events.
1.3 Objectives of the SIWES Program
· To gain practical experience in event planning and management.
· To understand the workflow and organizational structure of an event planning company.
· To develop skills in client relations, budgeting, and logistics coordination.
· To apply classroom knowledge to real-life event planning scenarios.


CHAPTER TWO
ORGANIZATIONAL STRUCTURE AND ACTIVITIES
2.1 About the Organization
The organization where I underwent my SIWES training is [LE GLACE EVENT MANAGEMENT & CONTRACTOR LTD], a well-established event planning firm specializing in corporate and social events.
2.2 Organizational Structure
The company is structured into the following departments:
· Event Coordination and Management
· Marketing and Client Relations
· Logistics and Procurement
· Finance and Budgeting
2.3 Activities and Responsibilities
During my training, I was involved in the following activities:
· Assisting in venue selection and booking
· Developing event budgets and proposals
· Coordinating with vendors (caterers, decorators, security, etc.)
· Managing event timelines and schedules
· Handling client communications and feedback



CHAPTER THREE
DESCRIPTION OF WORK DONE
3.1 Major Events Participated In
During my internship, I worked on various events, including:
· A corporate conference with over 300 attendees
· A traditional wedding ceremony
· A fundraising gala for a nonprofit organization
3.2 Key Responsibilities
· Supported Event Planning & Proposal Development – Assisted in drafting detailed event proposals, including budgeting, scheduling, and resource allocation, ensuring alignment with client expectations. 
· Market Research & Trend Analysis – Conducted in-depth research on industry trends, competitor events, and client preferences to enhance event offerings and strategic decision-making. 
· Logistics Coordination – Managed transportation arrangements, vendor communication, venue setup, and equipment procurement to guarantee seamless event execution. 
· On-Site Event Management – Supervised event activities, addressed last-minute issues, and ensured all elements aligned with the event plan for a smooth experience. 
· Post-Event Evaluation & Reporting – Gathered attendee feedback, analyzed event success metrics, and prepared comprehensive reports to improve future events.
3.3	 Definition and Importance of Event Planning 
Event planning involves organizing and managing events such as conferences, weddings, banquets, and corporate meetings. In hospitality management, it enhances customer satisfaction, brand reputation, and revenue generation.
Key Aspects of Event Planning in Hospitality
· Venue Selection: Choosing appropriate locations based on client needs.
· Budgeting and Financial Management: Allocating resources efficiently.
· Logistics and Coordination: Managing vendors, catering, and technical support.
· Guest Experience and Customer Service: Ensuring high-quality service and comfort.
3.4	Role of Event Planners in Hospitality Management
· Coordinating with different departments (catering, housekeeping, and security).
· Managing timelines and ensuring smooth execution of events.
· Handling unexpected challenges and customer complaints professionally.
3.5	EVENT PLANNING AND MANAGEMENT
Introduction 
Event planning and management involve the coordination, execution, and supervision of an event to ensure its success. This report examines the key components of event planning, challenges encountered, and best practices for effective event management.
Event management is the application of project management to the creation and development of small and/or large-scale personal or corporate events such as festivals, conferences, ceremonies, weddings, formal parties, concerts, or conventions. It involves studying the brand, identifying its target audience, devising the event concept, and coordinating the technical aspects before actually launching the event. 
The events industry now includes events of all sizes from the Olympics down to business breakfast meetings. Many industries, celebrities, charitable organizations, and interest groups hold events in order to market their label, build business relationships, raise money, or celebrate achievement.
[bookmark: _GoBack]The process of planning and coordinating the event is usually referred to as event planning and which can include budgeting, scheduling, site selection, acquiring necessary permits, coordinating transportation and parking, arranging for speakers or entertainers, arranging decor, event security, catering, coordinating with third-party vendors, and emergency plans. Each event is different in its nature so process of planning and execution of each event differs on basis of the type of event.
The event manager is the person who plans and executes the event, taking responsibility for the creative, technical, and logistical elements. This includes overall event design, brand building, marketing and communication strategy, audio-visual production, script writing, logistics, budgeting, negotiation, and client service.
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Objectives of Event Planning
· To create a structured plan for event execution.
· To ensure all logistical and operational aspects are managed effectively.
· To enhance the experience of participants and stakeholders.
· To evaluate the success of an event based on set objectives.
Key Components of Event Planning and Management
Concept Development
· Identifying the purpose and goals of the event.
· Determining the target audience.
· Developing a theme or concept that aligns with the objectives.
Budgeting
· Estimating costs for venue, catering, marketing, and logistics.
· Allocating resources efficiently.
· Managing finances to avoid overspending.
Venue Selection
· Choosing a location that suits the event type and audience.
· Considering accessibility, capacity, and facilities available.
Logistics and Operations
· Scheduling and coordinating activities.
· Arranging transportation, accommodation, and security.
· Ensuring necessary equipment and materials are available.
Marketing and Promotion
· Developing a marketing strategy.
· Using digital and traditional media to promote the event.
· Engaging with potential attendees through social media and networking.
Risk Management
· Identifying potential risks and challenges.
· Developing contingency plans.
· Ensuring compliance with safety and legal regulations.
Execution and On-Site Management
· Overseeing event setup and operations.
· Coordinating with staff, vendors, and volunteers.
· Addressing unforeseen issues promptly.
Evaluation and Feedback
· Gathering feedback from attendees and stakeholders.
· Analyzing the event’s effectiveness against its objectives.
· Documenting lessons learned for future improvement.
Challenges in Event Planning and Management
· Budget constraints and financial limitations.
· Venue availability and accessibility.
· Unforeseen disruptions such as weather conditions or technical failures.
· Managing large crowds and ensuring safety.
· Coordinating multiple stakeholders effectively.
Best Practices for Effective Event Management
· Start planning well in advance.
· Set clear goals and timelines.
· Maintain flexibility to adapt to unexpected changes.
· Communicate effectively with all parties involved.
· Conduct thorough risk assessments and have backup plans.
· Use technology for efficient registration and event tracking.
· Gather and utilize feedback for future improvements.


3.6	How to start an event planning business
Step 1: Form your company
To get your event planning business off the ground, you must first form a company, file the right paperwork and create a business plan — which should include the following details:
Step 2: Choose your target market
Building on the research you performed to create your business plan, it's essential to find the right market for your services. For instance, if you want to primarily work with weddings, you need to determine how many other planners are in your area, how much you should charge for your services and what offerings you'll need to be competitive.
By doing enough research ahead of time, you'll know exactly what kind of clients to target and what their expectations will be. This will help you advertise your event planning service to be competitive relative to other local planners.
Step 3: Make a financial plan
When you start an event planning business, you'll have to consider not only startup costs but also how the enterprise will grow and how many clients you'll need in order to be profitable. For instance, working from home and primarily by yourself will keep costs low. But if you hire employees, rent office space, or expand to new markets, your monthly expenses will significantly increase – all of these things can add up.
You can always scale your business after acquiring steady work. You may start off as a one-person event planning service that only takes on small events. As you earn money from successful jobs, you can hire employees and rent a warehouse for your equipment, like cameras, chairs and more. You don't have to have all of the growth questions answered when you launch your business, but you should at least have them in mind.
Step 4: Understand the work involved and consider hiring employees
For your event planning service to be successful, you need to fully grasp the nature of each job and determine if — or when — it's time to hire employees. This will vary event to event, so you'll need to determine how much work each event will require. Even the smallest event demands careful attention to detail and advance planning, but as you acquire experience you'll become more adept at forecasting how much help you'll need, if any. For instance, you might hire two or three people to be on-site for a specific event, just to make sure things run smoothly.
Step 5: Settle on a price structure and fee basis
How you price your event planning offerings will impact how much business you attract. You can determine your pricing structure and fee basis by things like:
The market segment you serve: For instance, nonprofit events may have different fee structures than weddings or corporate events. By understanding your event type, you'll know how much to charge and how to structure your fees.
Your location: If you live in a place with a higher cost of living or a competitive events market, you'll need to price your services accordingly.
Your reputation: As your business gains a reputation for success — and especially if you're so busy clients are competing for your services — you'll be able to charge a higher premium.
Step 6: Start marketing your event planning service
Once you know how much to charge your clients, it's time to start marketing your event planning service. Consider using tools like Google ads, social media profiles and other digital marketing efforts like email to get the word out about your business. You may even consider newspaper ads, flyers in public buildings or other traditional low-cost marketing tactics. As your business grows, so too will your reputation, meaning you'll likely have to spend less on marketing once you're known. Before you get there, though, it's important to dedicate significant time and resources to marketing your services 
Costs of starting an event planning business
The costs of launching your business will vary greatly based on where you live, what kind of clients you work with and how large you intend to scale your operation. At a minimum, you'll need to pay fees to incorporate your business, purchase basic technology like a computer, buy business insurance and spend money advertising. But there are many other potential costs, including certification programs, hiring additional employees, renting office space and more. Here's a breakdown of common expenses associated with event planning, as well as a range of what it might take to get your enterprise off the ground.



CHAPTER FOUR
CHALLENGES AND SOLUTIONS
4.1 Challenges Faced
· Last-minute venue cancellations
· Budget constraints and financial management issues
· Client indecisiveness leading to frequent changes
· Vendor delays affecting event schedules
4.2 Solutions Implemented
· Established backup venue options in case of cancellations.
· Created detailed budgets with cost-effective alternatives.
· Maintained clear and consistent communication with clients.
· Developed contingency plans for vendor-related issues.


CHAPTER FIVE
5.1	PROBLEMS ENCOUNTERED DURING SIWES 
There are numerous problems I encountered during my Student Industrial Work Experience Scheme Programme.
The Major Problems Are:
1. Problem of Securing a Place of Attachment:- I had most of problem searching for a place of attachment for my Student Industrial Work Experience Scheme because most of the companies rejected my request giving one reason or the other that they don’t want SIWES student.
2. Problems of Light:- Light is the major thing an establishment needs for proper running, and also for comfort of the guest and functioning of the facilities and equipment in an establishment but the absent of light bring about discomfort of the guest and poor management of the establishment.
3. Inadequate facilities:- the establishment didn’t  provide any accommodation for the SIWES student  
5.2	IMPACT CREATED 
1.	Introduction of uniform to be worn by the staffs of the establishment.
2.	Suggestion on proper stock taking and records to the establishment.
3.	Suggestion on how to improve staff to staff as well as staffs to customer relationship
4.	Suggestion on good maintenance procedure to be followed to avoid frequent breakdown of equipment which leads to a break in services.

5.3	Conclusion
The SIWES program provided me with valuable insights into the event planning industry. I acquired hands-on experience in managing events, coordinating logistics, and working with clients. The training helped me enhance my problem-solving and organizational skills.
5.4 Recommendations
· Future interns should receive structured training on crisis management in events.
· Organizations should integrate more digital tools for event planning and coordination.
· Institutions should collaborate with more event planning firms to create diverse learning opportunities.
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