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EVENTS AND CONFERENCES MANAGEMENT

“Plan, Organize, and Execute Memorable Events that Inspire, Engage, and Deliver Results.”

Venue (In-house) Fees

At Your Organization Premises Ask For The Quotation

Available delivery methods: In-House Training

Introduction

Events and conferences play a vital role in strengthening corporate reputation, client relationships, and organizational goals.

Successful event management requires creativity, precision planning, coordination, budgeting, and flawless execution.

The Events and Conferences Management course provides participants with the practical knowledge and professional techniques
needed to plan, organize, and manage corporate events, conferences, exhibitions, product launches, and seminars. Through hands-on
learning, participants will explore all aspects of event management — from concept development and budgeting to logistics,

marketing, and post-event evaluation — ensuring every event runs seamlessly and achieves its intended outcomes.

Objectives

By the end of this course, participants will be able to:

Understand the full event management process from concept to completion.

Develop and manage event plans, budgets, and timelines.

Coordinate vendors, venues, and logistics efficiently.

Manage speakers, delegates, and sponsorship relations.

Plan and execute conferences, corporate events, and exhibitions professionally.

Use marketing, PR, and digital tools to promote events effectively.

Handle on-site operations, risk management, and contingency planning.

Evaluate event success and prepare post-event reports.
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Why Attend

Events and conferences are a reflection of an organization’s image and professionalism. Even small errors can impact brand credibility
and audience experience. This course provides a step-by-step approach to organizing impactful, memorable, and result-oriented

events.

Whether you are new to event management or seeking to refine your existing skills, this course equips you with the tools and

confidence to manage all kinds of events efficiently — from intimate corporate meetings to large-scale international conferences.

Target Audience

This course is designed for:
e Event and Conference Coordinators
e Marketing, PR, and Corporate Communications Professionals
e Executive Assistants and Administrative Officers
e Hospitality and Tourism Managers
e Project Managers and Client Relations Executives

¢ Anyone responsible for planning or managing corporate events

Individual Benefits

e Gain hands-on knowledge of professional event planning and management.
e Learn budgeting, scheduling, and vendor coordination skills.

e Improve leadership, communication, and multitasking capabilities.

e Develop creative event ideas aligned with business goals.

e Enhance your ability to manage stress and handle on-site challenges.

o Build a strong professional portfolio in event coordination.

Organizational Benefits

o Well-organized, professional, and impactful events and conferences.
e Improved brand image and stakeholder engagement.

o Efficient use of budgets and resources through effective planning.

e Stronger relationships with clients, sponsors, and attendees.

e Reduced risks and improved operational efficiency.

e Enhanced teamwork and cross-departmental collaboration during events.

Instructional Methodology

This course follows a practical and experiential learning approach, featuring:
o Case Studies of successful corporate and public events.
o Interactive Workshops on event design and budgeting.
e Group Projects to simulate real-world event planning.
¢ Role Plays for on-site problem-solving and coordination.
e Multimedia Presentations and Event Management Templates.

e Instructor-led Discussions and Peer Learning Activities.

Participants will create an event plan from concept to post-event evaluation as part of the final project.
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Course Outline

Module 1: Introduction to the Event and Conference Management Industry
Module 2: Event Planning Process - From Idea to Execution

Module 3: Budgeting, Cost Control, and Financial Management

Module 4: Venue Selection, Setup, and Vendor Coordination

Module 5: Marketing, Promotion, and Sponsorship Development

Module 6: Registration Management and Delegate Handling

Module 7: Managing Speakers, Exhibitors, and Media Relations

Module 8: On-Site Management, Risk Handling, and Contingency Planning
Module 9: Event Technology and Digital Tools for Modern Events

Module 10: Post-Event Evaluation and Reporting

Certification

Upon successful completion, participants will receive a Certificate in Events and Conferences Management, recognizing their ability to

plan, organize, and execute professional, high-impact events and conferences aligned with organizational objectives.

Why Choose MAWA Events

* Global Expertise: More than 17 years of experience in professional training and consulting.
¢ Industry-Leading Faculty: Courses delivered by seasoned professionals with hands-on experience.
o Practical Insights: Learn to turn theory into actionable strategies for real-world business impact.

o Client-Focused Solutions: Customized programs designed to achieve your organisation’s unique goals.

In-House / Customized Training TEL: EMAIL:

Interested in running this course for your team?

Please contact us: +601116373203 info@mawaevents.net
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