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“WE WILL MAKE IT FOR YOU”







Company Profile
Business Description
Events are something that Solana’s Events Company cherishes, is enthusiastic about, and treats as if it were their own. The company are able to surpass client expectations thanks to the company’s passion and dedication as well as the expertise of our in-house event specialists.

	Understanding the aspirations of our clients is a top priority for us, and we collaborate with them to create an event that is one-of-a-kind and memorable. Rarely do the company only see a client once since the majority of Solana’s clients return time and time again, the company have a good relationship to its valued clients.

	Solana’s Events Company can offer the appropriate assistance whether you need to improve client relationships, integrate new employees, jump-start learning and development, participate in team building, celebrate weddings and birthdays or simply host a party.

	The company take pride in providing top-notch service to all of our clients, both large and small.

Company Logo and Tagline
[image: 1667825780662]The semi circle of the logo represent the importance of events that we are handling because we want to assure that our  customers  are in good hands.
As you can observe, the word Solana is presented elegantly because the company believes that in every event the company can bring out elegance in any form.
The logo is also made simple because the company wanted to show that simplicity is beauty.








“WE WILL MAKE IT FOR YOU”




“WE WILL MAKE IT FOR YOU” This is our tagline inspired by the tagline of  BDO we find ways but for us, the company wants to assure the client that we will make sure the the dream event they wanted will surely happen because Solana’s Events Company will make it for them.
Vision Statement
To be the best event management company in the country that focuses on the distinctiveness and uniqueness of each event and providing high quality service.


Mission Statement
To guarantee client fulfillment and loyalty while we produce customized, one-of-a-kind experiences that go above and beyond client expectations, forge strong bonds with clients and host remarkable events.


Objectives
· To create quality, memorable, and budget friendly event plans.
· To provide clients satisfaction and to help them save their precious time and money..
· To manage every event with excellence and elegance.
· To execute clients plans and wants for the event.
· To establish good relationship with client and create loyalty by providing satisfaction in every event.












Proposal Letter to the  Client









3 March, 2023



Ms. Anne Lorraine Lagmay
Admin Staff
San Leonardo National High School
San Bartolome, San Leonardo, Nueva Ecija 
0936-292-3591

Dear Ms. Lagmay,
Greetings in the name of the Lord! 
Thank you for entrusting Solana’s Events Company with such important day in your school. Solana’s Events Company is thrilled to be part of the Commencement Exercises of your prestigious school. The business, one of the greatest event planners, will make sure to provide great offers for you. Since the business has been operating in the industry for almost twelve years, with the said years of experience Solana’s Events Company has proven it’s worth in organizing such events. We have been consistent event manager in Mallorca National High School, Mambangnan National High School and Tagumpay Nagano High School. The company is also one of the most recommended events specialist through the previous client’s feedback in organizing a successful Commencement Exercises. 
You mentioned during our initial meeting, the 125th Commencement Exercises theme for year 2023-2024 is “Defying Odds: Achieving Holistic Excellence” and will be held on the 9th of June 2023 at Nueva Ecija University of Science and Technology Gymnasium with 400 guests’ with a budget allocation of P 300,000.00. 
Rest assured that the company will do all possible to please you and your guests and make the event memorable. Solana's Events Company is in charge of providing all the goods and services needed for the event, from initial planning and conceptualization to final implementation. You can contact us using the details at the bottom of this letter for any clarifications or further information regarding the event. Thank you, and enjoy your day!

Considering this proposal, Solana’s Events company would like to set an appointment to meet to fully discuss the concept and the contract. For questions and clarifications in regards to this proposal, feel free to contact our company with the contact number and email attached in this letter and we are looking forward to work with you. 
Thank you. 
Respectfully yours, 
April Joy Uberas
Event Manager
Solana’s Events Company





Proposal Letter to the Suppliers
















10 March, 2022



Mrs. Janet A. Caymo
Owner
Foodelights
San Leonardo, Nueva Ecia
09369065412



Dear Mrs. Caymo,

Greetings!

On June 9, 2023, the company, Solana’s Events Company, will oversee a Commencement Exercise with the theme “Defying Odds: Achieving Holistic Excellence” 400 attendees will be present at the event. At precisely 9:00 AM, the aforementioned event will be held at Nueva Ecia University of Science and Technology in Tambo Adorable, Nueva Ecija.

We would like to let you know that your shop has been selected as a provider of snacks and fruits in the said event. Regarding this, we would want to get a price quote on your programs. The items we require are as follows:

Snacks
· Sandwhich
· Cupcakes
· Chips
· Bottled Water

Fruits
· Grapes
· Orange

You can contact us using the details at the bottom of this letter if you have any questions about this matter. Let's join forces to make this occasion memorable. Thank you, and enjoy your day!

Respectfully yours,
APRIL JOY UBERAS
Event Manager
Solana’s Events Company
EVENT BRIEF

	
Contact 
Coordinator
	Ms, April Joy Uberas
Solana’s Events Company
Mallorca, San Leonardo, Nueva Ecija
09157303451
solanaseventscompany@gmail.com

	Event
	120th Commencement Exercise

	Name of Event
	“Defying Odds: Achieving Holistic Excellence”

	Purpose
	To celebrate the hardwork of students and parents.

	Theme
	“Defying Odds: Achieving Holistic Excellence”

	Motif/Dress Code
	Filipiniana and Barong

	Client
	Ms. Anne Lorraine Lagmay

	Day/Date
	Friday/ 9 June 2023

	Time
	9:00 - 12:00 NN

	Budget Allocation
	400,000

	Venue and Location
	Nueva Ecija University of Science and Technology Gymnasium

	No. of Guest
	400

	Guests/Participants
	Faculty, Students and Faculty

	No. Of Staff
	10

	Invitation
	It will distributed on week before the event.

	Permit
	It will be secured from Municipal IATF.

	Parking Access
	Beside the NEUST Gymnasium

	Directional Signage
	Parking Space, Entrance and Exit, Comfort Room and Emergency Exit.

	Audio Visual Set- Up
	Sound System, Microphone and Projector.

	Set- Up
	Refer to Gymnasium floor plan.





EVENT TIMELINE

	
ACTIVITIES
	
DATE

	Contract Signing to Client (Initial Payment of 50 %)
	March 5, 2023

	Planning and Preparation
	March 12, 2023 - June 5, 2023

	Selection of Suppliers
	March 15, 2023- March 29, 2023

	First Meeting with Suppliers
	April 2, 2023

	Sending of Contract to Suppliers
	April 7, 2023

	Contract Signing to Suppliers
	April 8, 2023 - April 10, 2022

	Second Meeting with Client
	April 13, 2023

	First Meeting with Working Committee
	May 5, 2023

	Second Meeting with Suppliers (Payment)
	May 10, 2023

	Special Permits (IATF)
	May 16, 2023

	Final Meeting with Client (Payment for 50% remaining)
	May 18, 2023

	Final Meeting with Working Committee
	June 5, 2023

	Ingress
	June 9, 2023 6AM-9AM

	Engress
	June 9, 2023 2PM-4PM

	Post Meeting with Client
	June 12, 2023

	Post Meeting with Working Committee
	June 13, 2023





BUDGET PROPOSAL
	

	
AMOUNT

	VENUE
	P        30,000

	    Space for graduation
	

	    Parking lot & space freight
	

	    Generator
	

	    Projector & Screen
	

	    Stage
	

	CHAIRS AND TABLES
	15,500

	Table and Chairs
	

	    Red Carpet
	

	    Linen, table napkins & skirting, Knives
	

	VENUE DECORATIONS
	10,000

	    Table Sep Up
	

	    Flowers
	

	VIDEO/PHOTOGRAPHER
	12,000

	       3 Photographer
	

	       1 Videographer
	

	       Photobooth
	

	Raw & edited pictures   
	

	· Solo Stage Photo
	

	· With Parent Photo
	

	· Live and Recorded Graduation
	

	PRINTING SERVICES
	10,800

	    Invitations
	

	    Tarpauline
	

	    Diploma and Special Awards
	

	LIGHTS & SOUNDS
	                  15,000

	       Lights for Venue
	

	       Proector
	

	       Spotlight
	

	       Sound system
	

	       Sound generator & electrician
	

	       Wireless microphone
	

	MEDALS AND RIBBONS
	10,000

	       Medal
	

	       Boxes
	

	     Laces
	

	     Ribbons
	

	GOWN AND SUITS
	80,0000

	    Toga Gowns
	

	    Toga Cap
	

	GUEST SPEAKER
	15,000

	    Mr. Prince Matthew Baruilla
	

	OTHER ITEMS
	             8,000

	     Souvenirs
	

	     Balloons
	

	     Special Paper
	

	FOOD
	                     15,000

	     Snacks
	

	     Fruits
	

	     Bottled Water
	

	FIRST AID KIT
	                     5,000

	                                                              TOTAL EXPENSES
	P       226, 300

	CONTINGENCY FUND: 15 %
	33,945

	TOTAL EXPENSES AND CONTINGENCY FUND
	260,245

	PROFESSIONAL FEES: 15 %
	39,036.75

	GRAND TOTAL
	299,281.75















FLOOR PLAN








STAGE
TOILET

STUDENTTT
MEDICS
PARKING
SOUND SYSTEM
FACULTY

SNACKS AREA
PARENTS
PROJECTOR
PHOTOBOOTH
EMERGENCY EXIT
EXIT
ENTRANCE

WORKING COMMITTEES
	STAFF
	AREA
	REQUIREMENTS
	FUNCTION

	Staff 1 
	Front Stage
	Program Flow
	Master of the Ceremony

	Staff 2
	Entrance
	List of Attendees
Lei Necklace

	Welcoming the Attendees

	Staff 3
	Entrance
	List of Attendees
Floor Plan
	Assisting the attendees to their assigned seat.

	Staff 4
	Table and Chair Area
	Floor Plan
	Arranging table seating.

	Staff 5
	Medics Area
	IATF Protocol
	Reminding attendees to wear facemask and maintain social distancing.

	Staff 6/Technical 
	Sound System
	Program Flow
	Operator and Technician

	Staff 7
	Rest rooms
	Cleaning Materials
	Maintaining the cleanliness of the restrooms.

	Staff 8/ Traffic Enforcer
	Parking Area
	Parking Signage
Whistle
	Assisting guest in parking area.

	Staff 9/Security
	Shoreline
	Safety and Security Items
	Secure the safety of the Attendees

	Staff 10
	Snacks Area
	Snacks, Water and Fruits
	Assigned to distribute snacks.











LIST OF SUPPLIERS
	
COMPANY NAMES
	
SERVICES

	NEUST Gymnasium
	Venue

	3K Designs
	Table and Chairs Rental

	Foodelights
	Snacks, Fruits and Water

	Local Photography
	Photos and Videos

	AD Lights and Sounds
	Lights and Sounds

	Uniprint Nueva Ecija
	Printing Services

	Juanita’s Gift Shop
	Souvenir Supplier

	Party Den Blooms & Event
	Venue and Stage Decorations

	Matundan Trading
	Medals and Ribbons

	MELLE’S Toga Rental
	Toga Gown and Cap

	Red Cross
	First Aid Kit













LIST OF ALTERNATIVE SUPPLIERS
	
COMPANY NAMES
	
SERVICES

	San Leonardo Gymnasium
	Venue

	Shylla’s Special Events Botique
	Table and Chairs Rental

	Baked by Kate
	Snacks, Fruits and Water

	Heartnet Enterprises
	Photos and Videos

	Sound Stream Mobile
	Lights and Sounds

	Almers Advertising & Printing Supplies
	Printing Services

	Jowies Gift Shop
	Souvenir Supplier

	ERIC & LARA’S TROPHIES AND MEDALS
	Medals and Ribbons

	Design  and Decorations Birthday Party, Debut, Wedding
	Venue and Stage Decorations

	Ethel
	First Aid Kit













\

DETAILED BUDGET PROPOSAL
Event: Wedding					Client: Mr, Prince Matthew Barquilla
Budget Alloted: P400,000				Attendees: 150 pax
Day/Date/Time: Sunday, June 18, 2023, 9:00 AM-3:00 PM
 
	
VENDOR/LOCATION
	
SERVICES

	
PARTICULARS
	
AMOUNT
	
TOTAL

	NEUST Gymnasium
	Venue
	Space for graduation
	P20,000
	

	
	
	Parking lot & space freight
	  5,000
	

	
	
	Generator
	2,000
	

	
	
	 Projector & Screen
	    1,000
	

	
	
	 Stage
	    2,000
	

	
	
	 
	
	

	P30,000

	3K Designs
	Table and Chairs Rental
	Table and Chairs 
	12,000
	

	
	
	 Red Carpet
	1,500
	

	
	
	 Linen, table napkins & skirting, Knives
	2,000
	

	15,500

	Party Den Blooms & Event
	Venue and Stage Decorations
	    Table Sep Up
	
	5,000

	
	
	    Flowers
	
	2,000

	
	
	    Florist
	
	3,000

	10,000

	Local Photography
	Photos and Videos
	  3 Photographer
	
	

	
	
	  1 Videographer
	
	

	
	
	    Photobooth
	
	

	
	
	Raw & edited pictures   
	
	

	
	
	· Solo Stage Photo
· \With Parent Photo
· Live and Recorded Graduation
	
	

	12,000

	Uniprint Nueva Ecija
	Printing Services
	Invitations
	6,000
	

	
	
	Tarpauline
	1,500
	

	
	
	Diploma and Special Awards
	13,000
	

	20,800

	AD Lights and Sounds
	Lights and Sounds
	 Lights for Venue
	
	

	
	
	Proector
	
	

	
	
	Spotlight
	
	

	
	
	Sound system
	
	

	
	
	 Sound generator & electrician
	
	

	
	
	Wireless microphone
	
	

	15,000

	Matundan Trading
	Medals and Ribbons
	Medal
	5,000
	

	
	
	Boxes
	2,000
	

	\
	
	Laces
	1,500
	

	
	
	Ribbon
	1,500
	

	10,000

	MELLE’S Toga Rental
	Toga Gown and Cap
	Gowns
Cap
	
	

	
	
	
	
	

	80,000

	Mr. Prince Matthew Barquilla
	Guest  Speaker
	Speech
	
	

	  15,000

	Juanita’s Gift Shop
	Souvenir Supplier
	     Souvenirs
	  7,000
	

	
	
	     Balloons
	500
	

	
	
	     Special Paper
	500
	

	  8,000

	Foodelight
	Snacks
	     Snacks
	  8,000
	

	
	
	     Fruits
	4,000
	

	
	
	     Bottled Water
	3,000
	

	  15,000

	Red Cross
	First Aid Kit
	Alcohol
	
	

	
	
	Gauze
	
	

	
	
	Band Aid
	
	

	
	
	Cotton
	
	

	
	
	Betadine
	
	

	5,000

	                                        TOTAL EXPENSES
	P       226, 300

	CONTINGENCY FUND: 15 %
	33,945

	TOTAL EXPENSES AND CONTINGENCY FUND
	260,245

	PROFESSIONAL FEES: 15 %
	39,036.75

	GRAND TOTAL
	299,281.75













DETAILED PROGRAM FLOW
	TIME
	FLOW
	ALLOTED TIME
	IN CHARGE
	FUNCTION
	REQUIREMENTS

	9:00 – 9:20
	Arrival of Participants &  Guests ( Wedding Ceremony)
	20 minutes
	Staff 2 and 5
	· Welcoming the Guest
· Reminding guests to wear facemask and maintain social distancing.
	· List of Attendees
· IATF Protocol
Secure the following:
· Program
· Participants
· Program Host
· Video/Photographer
· Sound System
· Projector
· Traffic Enforcer
· Staffs
· Technical Staff
· Security

	9:20-9:40
	Processional
	20 minutes
	Staff 3
	· Assist the attended to their assigned seat.
	Presents the Guests,Faculty and Staff, Parents and Graduates

Play Graduation March Song

Ensures that social distancing and other health protocols are strictly follows.

· Floorplan
· Program
· Participants
· Program Host
· Video/Photographer
· Sound System
· Projector


	9:40-9:42
	Doxology
	2 minutes
	Dance Club
Staff 6
	· Operator and Technician
	Perform the hymn of praises

Operates the sound system

· Music 
· Projector
· Stage

	9:42-9:44
	Philippine National Anthem
	2 minutes
	Glee Club
	· Singing of the Philippine National Anthem

	· Microphones
· Minus one
· Philippne Flag

	9:44-9:46
	SLNHS Hymn
	2 minutes
	Glee Club and Students
	· Singing of the CIC Hymn

	· Microphones

	9:46-9:49
	Welcome Message
	3 minutes
	Master of the Ceremony

Salutatorian
	· Officially welcoming the Guests, Parents and Graduates to the Program
	· Microphone 
· List of Guests
· Welcome message

	9:49-9:54
	Inspirational/Congratulatory Message from LGU
	5 minutes
	Master of the Ceremony

Mayor,Brgy. Captain or Representative
	· Give an inspirational/ congratulatory message to graduates and parents coming from LGU Officials.

	· Microphone 
· Message
· Mayor
· Barangay Captain

	9:54-9:56
	Presentation of Candidates for Graduation
	2 minutes
	Master of the Ceremony

SLNHS School Principal
	Introduce the President of the School

Presents the number of graduates boys and girls.

	Microphone

Number List of graduates girls and boys


	9:56-10:06
	Confirmation of the Graduates & Message of the School Division Superintendent
	10 minutes
	SDS or his/her Authorized Representative
	Congratulatory Message and a Confirmation of the Graduates for the School Year 2023-2024

	Microphone

Number List of graduates girls and boys


	10:06-10:11
	Preparation for Distribution of Diplomas

Giving snacks and water to attendees
	5 minutes
	SLNHS Faculty 

Staff 10
	Prepared the diplomas given to the students

	Diplomas

Table

Snacks

Bottled Water

	
10:11-10:56
	Distribution of Diplomas
	45 minutes
	SLNHS Faculty and Staff

Guest Speaker

LGU Officials

Master of the Ceremony

Photographer/Videographe
	Assisting the people involve in the Distribution of Diplomas 

Guest will give the diplomas to graduates.

Students with their parents will go to stage to claim the diploma.

Calling of names in the invitation program each section.
	Graduates and Parents 

Diplomas

Microphone

Sound System

Camera


	10:56-10:59
	Introduction of the Guest Speaker
	3 minutes
	Faculty President
	Short background introduction and warm welcome to invited guest speaker.

	Microphone 

Music

	10:59-11:19
	Message
	20 minutes
	Guest Speaker
	Giving of  inspirational message to graduates.

	Microphone

	11:19-11:21
	Presentation of Academic Honors and Awards
	2 minutes
	SLNHS Faculty and Staff

Guest Speaker

LGU Officials

Master of the Ceremony
	Giving of Academic Honors and Awards to selected students.

Assisting the parents and graduates as they claim the awards.

	Medals

Certificates

List of selected students

Tables 

Microphone

Music 

Photographer/videographer

Technical staff 

	11:21-11:26
	Words of Gratitude
	5 minutes
	Valedictorian
	Giving of words of gratitude/sharing experiences in the years in SLNHS.

	Microphone

	11:26-11:29
	Graduation Song
	3 minutes
	Graduates
	Singing of graduation song.

	”The Climb”
Minus one
Lyrics 

Microphone
Sound System

	11:29-11:34
	Acknowledgement
	5 minutes
	SLNHS School Principal
	Thank you message from the School President

	Microphone


	11:34-12:00
	Recessional and Picture Taking
	26 minutes
	Faculty and Staff

Photographer

Staff 5 and 9

	Falling in line to exit.

Make sure that health protocols are strictly 
follows as they leave the venue
.
Ensures the safety of the guests  

	Camera

Signages

IATF Protocol

Graduates and Parents
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“we will make it for you”








Address: Gapan City, Nueva Ecija
Contact #: 09157303445
Email Address: solana'seventscompany@gmail.com
Fb Page: Solana’s Events Company



[bookmark: _GoBack]RISK MANAGEMENT
	
RISK

	
CAUSE
	
CONTINGENCY PLAN

	Power Outages 
	Caused by faulty wires
Power line damage
	Stand by generator

	Sound System Failure
	Technical failures
	Stand by event staff and electrician

	Unexpected Accident
	Minor injuries
 Harm inside the venue
	Stand by medics, First Aid Kit, and ambulance

	Absence of Officials/Staff 
	Emergency Matter/Sick
	Inform the Coordinator/Call a substitute ahead of time

	Guests failure to arrive on time
	Other official business
	Continue the event program
Call/Tell other authorized person to have a message on behalf.

	Power Outages 
	Caused by faulty wires
Power line damage
	Stand by generator
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