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School of Business and Economics

United International University

Dhaka, Bangladesh

Subject: Submission of Internship Report Dear Sir,

I’m glad to submit the internship report on the topic you’ve assigned me which is Managing Events for the Clients a Study on Inpace Management Service Limited. While preparing this report I tried my level best to follow your and my organization’s supervisor’s instructions.

The entire report is based on the practical knowledge I have gained from my 4 months of internship program while working in the Inpace Communications. The knowledge I’ve gained from will add significant values to my career.

I have tried my level best to follow your guidelines on my report. I have collected all the information that is necessary for the report. I am thankful to you for your guidance. I hope you will appreciate my efforts.

I would like to express my sincere appreciation and gratitude to you for helping me to prepare this report.

Sincerely Yours

Shafaatul Kobra
ID: 111-141-428
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Executive Summary

As part of Internship at United International University, I have been assigned for doing an internship project at Inpace Management Services limited. I have worked in client’s service and Event Management team.

Client Support Activity is a complex process as the Executive in this department needs to update a lot of supports and documents in daily basis. As an intern, though I have faced tough duty while doing internship, but I have learned a lot of things that will help to do better in my future career.

Inpace Communication Bangladesh was founded in the year 1997. It has been well-known for being the most consistently creative company in Bangladesh in managing events for the clients. They have been providing services of high standard when it comes to quality as well as value for money for customers for the last 20 years. Their unparalleled efforts in building customer relationships has made them capable of managing transactions that meet the demands and satisfaction levels of their clients to a major degree. They supervise each organizational scheme differently, irrespective of the size or budget which makes their services more unique than others. The versatility of skills and experience among the employees at Inpace is what makes them not another face in the crowd. Building customer relationships is the main moto of Inpace. The company claims, we listen and constantly re-address the ever-changing needs of our customers to ensure that we are always ahead of the game. The overall data collection of the research was done systematically according to the supervision of my research coordinator.

Key Word: Event Management Services
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Introduction

Topic in hand

This Internship report has been prepared under the supervision of Assistant Professor “Muhammad Hasan Al-Mamun” Sir, of United International University.

The topic is “Managing events for the clients on inpace management service limited”. At its most elementary, event management is the process of using business management and organizational skills to envision, plan and implement social and business events. People who specialize in event management work with finances, schedules, and vendors to create the best possible events for their customers.

There are hundreds of event management companies in Bangladesh. They offer services which can contain of anything from finding and securing a venue for you, to full event organization from start to finish including finding the venue, obtaining the suppliers, designing the event and delivering on the day.

We believe that we are one of the leading Bangladesh event management companies and we are very proud of what we do. We have a track record of delivery and we have a real hunger for events and event management.

Having support through your event process will definitely relieve the possible stress of the event for you. An event coordinator works on events day in and day out and therefore have constructed a list of trusted suppliers, excellent venue knowledge and a real thoughtful of how guests respond to a space, programmer or theme we know we surely have.

Using an event management company means you can be assured that any potential drawbacks are avoided, that the budget will be spent in the right areas and that your event will run smoothly.
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Most Bangladesh event management companies make their money from commissions from suppliers and venues for placing the business with them. Sometimes there may be an organization fee if the event is very big or complicated, this is either based on a proportion of the event cost or a chosen amount of time spent on coordinating the event.

Our Team
Our team assistances from a huge amount of knowledge and it’s our information, our thoughts and our people that make us who we are.

We all share one attribute we are passionate about events and that’s what makes us tick. We tell people that we’re passionate, some people say we’re passionate and that’s probably correct. Obsessed with events, obsessed with detail, obsessed with delivering.

Mission and Vision
To develop market communications with specialized excellence, quality service, cultural enlightenment enhanced by a diverse cognizant creativity to protect and promote the interest of our customers.

To be the market leader in marketing and promotion service industry in Bangladesh by consistently exceeding client expectations and continually striving for excellence.
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Context of the Study:

Inpace Management Services Limited

Event is mainly concerned with executives making and growing vast scale occasions, for example, celebrations, meetings, functions, weddings, formal gatherings, shows, or shows and festivities of traditions. It recognizes its intended interest group, making the event idea, and planning the specialized perspectives previously propelling the event. The way toward arranging and organizing; here arranging is incorporate planning, booking, site determination, obtaining fundamental licenses, planning transportation and stopping, orchestrating speakers, masterminding style, event security, providing food, planning with outsider merchants, and crisis designs. Every occasion is diverse in its tendency, so procedure of arranging and execution of every occasion varies on premise of sort of occasion. Articles of event are Marketing gadgets, Event Manager, Event scene, Sustainability Technology, Instruction.

For organized event we should

1. Define the event's purpose.

2. Set the goals

3. Gather volunteers.

4. Prepare the financial plan

5. Decide on a time and place.

6. Think about logistics.

7. Think about showcasing and promoting

8. Organize yourself.

Inpace Management Services Limited is one of the main Marketing and Creative organizations in Bangladesh. Inpace is one of the Oldest and dynamic Event and

9

Digital organizations too. In 21st century, the utilization of PC and related adornments has been exceptionally fundamental for rivaling the contenders. Accelerating the creation line to conclusive generation, scholarly generation improvement, wherever innovation is a need. For the advancing IT business in Bangladesh a few worldwide IT organization such as Intel, Microsoft, HP, Dell, Lenovo, Asus, Acer, Cisco, prophet, VMWARE, Common Scope, etc. Every day the item and updates has been made by these types business and individuals are utilizing them. The updates and utilization of IT based administration has turned been much flexible and reliable among the contenders. Inpace keeps littlest workforces to run its multi-million taka tasks.

The inventiveness of Inpace in Print and TV media has been exemplary. The clever, keen innovative experts' work for pitching quality work with less need to amount of work has been a pattern of Inpace. A little gathering of experts working in the Account Management office runs the tasks and the executives of the organization. Graduates from the presumed business colleges of home and abroad, these youthful administrators flourish to achieve the plain best. The workplace of Inpace is another case of its tasteful, global quality. The very much improved, shrewd officer floor is outfitted with most recent innovation like LAN and Internet. The normal age of the representatives is 28-very unbelievable in most different working environments of Bangladesh. In this way, the organization is a genuine devotee of youth and extravagance.
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Company Background and Industry Perspectives:

Inpace situated at Concord Tower, Suit-601 and 1401, 1402 Banglamotor, Dhaka-1209, is an association that works with tech items worried about making life simpler. It is a worldwide association begun in 1997. The purpose for building up this was making Bangladesh all the more mechanically creative giving the expression, 'Advanced Bangladesh' its value. As far back as its foundation, this association prepared in excess of 270 experts. This association is situated towards the tech-based items identified with various universal brands, for example, Cisco, HP, and Dell and so forth. All in all, Inpace Bangladesh contains for the most part of 39 staff committed to regulating, sorting out, distributing and in addition on the general exercises of the majority of its focuses. At present, Inpace Communications has stretched out its exercises to numerous new propelled items. At this point the organization additionally centered around its limited time occasions and it likewise distributed numerous inside productions in which the exercises of the association are secured. It has additionally been chipping away at to wind up a stage to lessen the boundary between the rustic and the urban individuals by giving the administrations in regards to innovative headway. The Government of Bangladesh is giving monitory help both as money and gifts. In addition, research and scholastic establishments, firms and other universal associations have approached to influence a commitment in taking care of any sort of issues which is going about as a limit to ebb and flow innovation in this nation. Inpace has been remunerated with different national and worldwide acknowledgments.

Services of Inpace Management Service Limited:

· Management Consulting.
11

· Human Resource Management.
· Project Management.
· Event Management.
· Computer Graphics & DTP.
· Market Communication.
· Brand Management.
· Media Consultancy and services.
· Public Relations.
· Corporate Promotion.
· Digital and web design
It is one of the biggest advertising agencies in Bangladesh. Hear us doing competition with most creative event organization in Bangladesh.

Shulav .com:


Shulav.com assist us with collecting Original marked Mobile telephone, contraption things, Security arrangement, Gaming item, corporate marking and promoting, dealing with week after week office supplies or any sort of dire item needs. You can take in more about us by visiting our site www.shulav.com.
12

Pulse Health:


· Provide highest quality medical care and customized treatment.
· Regular health checking device at any place without present any doctor
· Save many time.
13

· Users can get information, such as blood pressure, blood sugar and BMI, Using the internet of things (IoT) – enabled, smart medical devices.
· It target customer are Educational Institutes, Senior Citizen, Household, Rural Population and others.
Inpace works to promote pulse health and is involved in branding it.

Nirvana Properties:

Nirvana Property is one of the main and most established brands in Bangladesh as far as land and development industry and has a perceived reputation of conveying imaginative and quality items that surpass clients' desires and lead the market.
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The Departments Working within IMSL:

There are 6 department in IMSL .They are:

1. Client Services Department

2. Media Department

3. Creative Department

4. HR Department

5. Marketing Department

6. Finance $ Accounting Department

Client Services Department:

Maintain the relation with client and communicate with two parties is the core function of client services. Inpace the executives benefit constrained discover the client require make great connection with them.

This division of IMSL doing research gives some essential data to the IMSL expert:

1. Importance of the camping

2. Customer feedback for the camping

3. Customer reaction of the product

4. Find out why the product is fail

5. How to get more sells

This information is very effective for top level management to take decision

Media Department:

The media bureau of Gray discovers the most gainful route from the blend of inclusion, cost and item type to air the ad. The media division additionally discovers the projects that a customer can support. Media timing is likewise one of the imperative elements of the media office.

· Television media is important because of coverage network ,TRP rating
15

· In the event of Print Media determination, the vital components are cost, magazine and newspaper.
Creative Department:

Inpace give the theme to the creative and creative work for that

· Develop subject for TV add
· Develop feature and sub feature
· Design the look for event platform ,mug tea shirt etc
· Visualizing the thought
· Preparing jingles
Account and Finance Department:

· Budgeting for camping ,event, and advertisement
· Preparing salary for office staff
HR Department:

· Take new employee
· Training those employee
· Observed the performance of the employee
· Leave employee and understand the rules of the organization to them
· Report the top level management about their performance
Marketing Services:

· Planning for marketing and branding of product
· Working on expense and spending plan for the exercises
· Estimation of execution time and discovering criticism from it
· Co-coordinating HR bolster for sound execution
· preparation of conclusive cost sheet for the actuation
16

Organizational Vison:

Create the strong relationship with client -company

Organizational Mission:

The accomplished data and learning through research and examination can be executed to give a superior answer for marked customers with respect to coordinated showcasing and advance.

Competitors:

Some competitor doing competition with IMSL but inpace service is better than their competitor because of they always work hard and gain customer loyalty.

The name of some competitor are:

· Creato Bangladesh
· Nymphea Communications
· Shahjahan Wedding Planner & Event Management Ltd.
· BD Event Management & Wedding Planners
· Rainbow Events Bd
· PKPIX MEDIA
· Ananta Events & Exhibition Ltd.
· Extreme Exhibition & Event Solution Limited
· Event Touch Bangladesh


· Event Management BD
· Rapid PR
· Spectrum Event Management
· Messe Frankfurt Bangladesh
· Adroit Bangladesh
· Live Image BD
· Watermelon Communication
· Jazz Events Bangladesh
· Tareq's Catering & Event Management
· Harmony Event Management Firm and wedding Planners
· Blue's Showbiz
17

Objectives and Methodology of the Study

Objectives of the Study

There are some specific objectives of the study and these are given below Core objective is to “Describe the Managing events of the clients on Inpace management services limited.”

Their main focus is to address the ever changing technological needs of their customers. Inpace communication is an international organization which is working with tech products to make life stress free. The other objective are as follows:

· Analyzing their marketing strategies, policies, programs and practices.

· Analyzing how they provide better explanation to their clients regarding finding clients and offers.

· Analyzing how they provide explanation to their client regarding integrated marketing and promotions.

· Analyzing how they cooperate with the clients to find out there demands and wants.

· Analyzing how does the organization arrange and execute client demand and want.

· Analyzing the employee work scheme.

Methodology

Basically, it describes that how we collected the data or information to prepare this report and how we proceed on. Below the page I would like to discuss the methodology to collect the data for preparing the report

1

· Primary data: primary data have been collected from the discussions with employees, my co-workers and clients. I don’t have much opportunity to face clients but as far as I was able to get them, based on communication I will try my best to explain about their state of mind and pleasure toward the product and facilities.

· Secondary data: I have collected the secondary data from the annual report of Inpace communication, from online articles and websites, periodical statement of Inpace communication, client records, documentary fines, training materials and some related academic books.

Nature of job:

During the internship in Inpace management service limited, the job was to do client service as per the company directive. Being the part of execution team in event management there are additional tasks associated in the client service part.

Specific responsibility of the job:

My job responsibility was basically to work with the event management and planning and client service team.

With the client where the objective and motive of the event or promotion activities are discussed. Later, event management and client service managers sit together to design out the flow and gives the budget to client with a formal quotation. After the purchase order is provided by the client then the execution part start and will the completion according to the agenda of the event or promotional activities, manager send the invoice to the client.

Here is my basic responsibility to-

· Making proposal and planning
· Gift item selection
· Venue selection
2

· Guest calling and invitation
· And working as BP.
Different aspects of job performance:

Being very specific industry, Inpace gets different tasks by several clients at a time, the same director needs to deliver services more than two clients at a time. In some cases, the different hierarchy needs to perform the same tasks in case of emergency.
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Finding of the Study

How we Manage Events for the Client-


Reference or personal contact Communication with contact person 1st Meeting


Making Proposal and planning


Presenting proposal and 2nd Meeting Correction and submit next proposal Budgeting and Negotiation


Vendor and gift Product selection and purchase


Venue selection


Food selection & arrangement


Guest invitation


Event BP in registration booth


Event Monitoring


Post event report submission.


payment
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Reference or personal contact:

Reference and contact person is the foundation of a managing event and getting client. It’s a collapse of what you’d like to see go into and come out of your event, and can touch on speakers, revenue, attendees, and media attention. So that 1st step start with the reference so it is very important for managing event and client. For maximum service-based businesses, referrals are the single most important source of new customers.

Communication with contact person:

Communication is at the soul of human collaboration, and it can make or break a business. Being able to communicate effectively with customers can lead to increased sales, repeat business and referrals. On the other hand, not presence able to can quickly lead to decreased sales, unfulfilled customers and negative word of mouth.

With that in mind, here we do a communication over the phone or skype with the contact person after that we set up an in person meeting.

Meeting day:

We’ve all heard that first impersonations are everything, and business is no different. In fact, first impersonations are even more significant for businesses because prospects can easily send their business to your competition if they decide they don’t like their initial interaction with your company.

With that in mind, we do a formal meeting with the organization responsible person. Whereas both party express their opinion and view point.

5

After the discussion, again we arrange another meeting date whereas we will present whole event activation plan and budget.

So for the businesses, the first point of communication with a customer will occur over the phone, so the most effective way to ensure better communication with customers is to put a professional automated answering service in place.

Making Proposal and planning:

Each application should be written with the client in mind. Event planning is a service business, and that service, personal touch, and creative approach are what make an event successful and memorable, two characteristics that go a long way in generating new customers for your business.

Given activity done by the making proposal and planning-

	Introduce
	
	
	Write an

	
	State the
	Propose
	attractive

	yourself and
	
	
	

	
	problem
	solutions.
	event

	the project
	
	
	

	
	
	
	description

	
	
	
	

	Incorporate
	Include a
	Show your
	List all

	monetary
	
	
	

	
	schedule and
	previous
	services

	information
	
	
	

	
	budget.
	work.
	provided.

	throughout
	
	
	

	
	
	
	



Wrap up with

a conclusion

Presenting proposal and 2nd Meeting:
Your event proposal is first and notable a replication of your client. Because planning an event have need of customizing that event to suit your customer’s
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needs and budget, your proposal should reflect an event that is personal and unique. You can use a pattern as a general guide to getting started writing your event proposal. So that after making a proposal and planning then arranging the 2nd meeting.

Correction and submit next proposal:

This is another tip that may seem a little obvious, but it’s one that companies sometimes miss. Your business tender needs to conform to the correct arrangement. So that depends on 2nd meeting we are going to present second proposal with correction, if we do miss any important information.

Budgeting and Negotiation-

In business, negotiation skills are vital in both informal day-to-day interactions and formal transactions such as negotiating conditions of sale, lease, service delivery, and other legal contracts. Good negotiations give significantly to business achievement, as they help you build better relationships. So that after presenting proposal then the next most significant task is budgeting. Whereas negotiation a budgeting done by both party settlement. Most important this is budgeting mainly depends on event activity and planning.

Vendor and gift Product selection and purchase-

When proposal and budgeting are done by both party then we are looking to implement the event effectively.

Depends on client requirement we are going to choice vendor and gift item for attractive the program.
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Venue selection-

When forming an event, you are threatened by many decisions. Choosing a venue is the one decision that will have the largest impact on your event. The date of the event, catering options, and attendees, pleasant knowledge all are partly affected by which venue you select.

The earlier the better. Once you have a good thoughtful of the following 3 things, you can begin your search for a venue:-

1. Budget,

2. estimated event size,

3. And space requirements.

Book a venue at least 1-2 week in advance so that you will have enough time to plan other critical things, such as catering, event brochures, and a websites.

What to Consider When Searching for a Venue-


Services and

Amenities

Cost and Flexibility

on Event Date

Layout

Capacity and

Minimums

Parking

Location
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Food selection & arrangement-

By the time an event organizer run into with a caterer, much of the preliminary work has been done. The event organizer understands in detail the type of event planned, its purpose, and its guest list. It might be serious or superior. It could be a business meeting or a bring-the-kids company party. As highly, the organizer knows the budget constraints. All of that and more goes into selecting a venue that has the right size, location, facilities, pricing, and food and beverage services.

Before selection and arrangement food this requirement are to full fill-

· Deciding on a Menu based on client opinion.
· Identify client most important requirement.
Guest invitation-

One of the keys to reaching great attendance to your event is by attractive people early and following up. This means transfer reminders to those who haven't confirmations to those who have. Sending an event notice just before the event to confirmed guests isn't usually a bad idea either.

It's significant to generate excitement around the event. Traditional printed invitations are suitable, but it becoming the standard to also look to email and even social media depending on your watchers.

Try this approach:

1. Mention the event to guests you or your team knows personally before transfer invites.

2. Send a save the date early in the planning process over the phone or email.

3. Send a complete invitation, including agenda highpoints.

4. Forward the detailed invitation again with a personalized note to personal friends or acquaintances.
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5. Follow up with confirmed visitors one to two days before the scheduled event (electronic or over the phone).

Managing BP in Registration Booth and Event-

On the day of event for the maintaining the registration booth and program and event related others support we are hiring the assistance or BP. Which is collecting by our side and sometimes by our own employee.

Event Monitoring –

Event follow-up done by this activity:


programme
venue

co-ordinator
co-ordinator

entries
venue checkup

	publishing
	setup team

	computer
	risk

	scorers
	management

	
	environment

	
	control




Equipment
Merchandisin


co-ordinator
g co-ordinator

sound
outfiting of

equipment
volunteers

Equipment giveaways maintenance

	transport
	sales team


Post Event Report Submission-

The Importance of Conducting a Post Event report submission. Conducting a post event report is a must after every event.
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Payment-

After concluding the all activity, then comes out payment issue. The payment system is done when the company sends their payment work order to their clients and then, according to the work order client pay their payment to the organization.

SWOT-

SWOT analysis is the strategic tool of a company which helps to know the company’s internal strengths and weaknesses and examine the opportunities of the business as well as the potential threats. Through SWOT analysis a company can study its current position and improve its future performances in comparison to its competitors. In the following some major strengths, weaknesses, opportunities and threats for Inpace management services limited is given which has been observed in the organization.

Strengths

· Maintain its growth above the market growth
· company to obtain Quality full service Management Certification
· High quality services
· Wide range of products and services
· Strong management
Opportunities

· Growing demand
· High potentiality in domestic.
· Power of supplier and buyers to bargain is
· Opportunity for new products and services
Weaknesses

· Reliance on vendor
11

· Future low profit margin
· Higher cost in satisfying new clients
Threats

· Number of competitors on similar sectors are increasing
· Change in world economy may affect the event management sector.
Organization culture:

The behavior of the employees in an organization is the reflection is the reflection of the organization’s culture. Inpace has the culture of cooperation and support to the employees. As an intern I saw that whenever any employee needed any kind of support properly. At one point of my research I became anxious of the overall activities of the research process, but later on the supervision of my research coordinator made all these tasks easier for me to accomplish. I realized during my internship program that the organization culture can have a negative or positive influence in ones work. It either turns the job into an easy one or makes it difficult if the organization culture does not have that much positivity as whole. I was very fortunate enough to found the positivity throughout my internship.

Key learning/Internship experience:

The internship opened a new chapter of my life with the gathering of new experiences. Unfold ideas and special skills were key experience throughout my internship program. My experience was extraordinary. Moreover the working environment in the research center has helped me develop myself for my future career. From the very beginning of my internship days, I found an environment friendly atmosphere. The knowledge acquired from the field work of research helped me know from the root level of the people very closely. My urge for working in the development sector helped increased more when started to go
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through closely into the internship works. I have learnt lots of thing which I had not earlier. My internship at Inpace helped me to know these factors.

I got the opportunity to spend time with the tech-workers as well as my fellow interns through my internship. I got to know about their experience here and learned a lot. The obstacles they had to face as working, how they overcome those hurdles and so on has helped me overcome my own difficulties very easily.

This internship was my very first experience of field work. I used primary data for the research from the respondents. I only learned about this data collection method in the academic books but this time I had the real life opportunity to go through and experience the overall process of data collection. My main task was to collect background data of the respondents. Data interpretation helped me more to understand the present condition of the population’s technology knowledge which is a key factor used in digital marketing.

There is no limit of learning. The rapport with the different people residing in my work environment as well as field work helped me learn various sectors of life. It would not be possible for me if I had not got the scope to do my internship in this firm. The new environment of working in the center was all about coordinating with people at a large of every sector.

I have worked with the project that is ““Business development activities of Inpace Communication: A hands on practice through digital marketing and planning activity. I have tried to find how digital marketing and promotions can help associated brands reach out to its customers. Inpace has collected information throughout the research and has been looking forward to provide a better life style to the people through its clients I came to know about all the challenges the people had to go through in every stage of their lives in the absence of modern technology and therefore were able to create marketing schemes for Inpace clients
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accordingly which would help promote their products in their stores as well as the e-commerce website ‘Shulav.com’.

Critical Observations and recommendations:

As described previously, in some cases the managers needs to act in the position of the supervisory level, this process may raise questions to the qualification of the executives and their responsibilities. To overcome these problems, proper training and recruitment needs to be done training session could be in weekly or monthly basis with proper evaluation.

14


Conclusion

Inpace Communications has been alongside Shulav.com to support its loyal clients throughout the nation. The core services of Inpace such as Management Consulting, Human Resource Management, and Project management, Brand Management, Public Relations and Corporate Promotions have been boosting the company’s reputation towards a new era of Digital Marketing. The firm’s highest effort to build and maintain customer relationship is unequalled. The research project was just a minor initiative to work on the promotional area of the technology industry. The results of the project will be used as secondary data for further statistical research for the company. The data collected for the project was primary and it was a challenging task to conduct from the field people. At the same time, the data collected is much more authentic than that of any other organization. Inpace had given their cent percent to supervise and practice the overall project of digital marketing in Dhaka city. They will keep on promoting their customer brands online and work on more and more ways on how to reach people through their customers to accept the tech-products that will ease their daily lives. The collected data from the survey has been operated in the research project by the firm. As a whole the project came out to be effective both from my internship and corporate contribution perspective for future.
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