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Meeting and Event Planning

A/V stands for Audio/Visual, referring to the equipment and services used to support visual and audio
elements in meetings and events, such as microphones, speakers, and projectors. Related terms include A/V
technician, A/V equipment, and A/V services. In Meeting and Event Planning, A/V is a crucial aspect as it
enhances the overall experience of attendees. For instance, a conference may require a sound system,
screens, and projectors to display presentations and videos.

Back-of-House refers to the areas of a venue that are not visible to attendees, such as kitchens, storage
rooms, and staff areas. Related terms include Front-of-House and event operations. In Meeting and Event
Planning, Back-of-House is essential for ensuring the smooth execution of events, as it involves managing
logistics and supplies. For example, a wedding planner must ensure that the catering team has access to the
kitchen and storage areas to prepare and serve food.

Banquet Event Order (BEO) is a document that outlines the details of a banquet or event, including menu,
timing, and layout. Related terms include event contract and event planning. In Meeting and Event Planning,
a BEO is a critical tool for communicating event details to vendors and stakeholders. For instance, a BEO for
a corporate dinner may include the menu, seating arrangement, and audio-visual requirements.

Breakout Session refers to a smaller meeting or workshop that takes place during a larger conference or
event. Related terms include plenary session and concurrent sessions. In Meeting and Event Planning,
Breakout Sessions are used to provide attendees with more focused and interactive experiences. For
example, a conference may have multiple Breakout Sessions on different topics, allowing attendees to
choose which ones to attend.

Catering refers to the provision of food and beverage services for meetings and events. Related terms
include caterer, catering contract, and menu planning. In Meeting and Event Planning, catering is a crucial
aspect, as it can make or break the attendee experience. For instance, a wedding planner must ensure that
the catering team provides high-quality food and service to meet the couple's expectations.

Conference refers to a large meeting or gathering of people, often featuring presentations, workshops, and
networking opportunities. Related terms include convention, seminar, and symposium. In Meeting and
Event Planning, conferences are complex events that require meticulous planning and execution. For
example, a conference may involve multiple venues, speakers, and activities, requiring a team of planners to
coordinate the logistics.

Contract refers to a legally binding agreement between two or more parties, outlining the terms and
conditions of a meeting or event. Related terms include vendor contract, event contract, and cancellation
clause. In Meeting and Event Planning, contracts are essential for protecting the interests of all parties
involved. For instance, a contract for a wedding venue may include details on payment, catering, and
cancellation policies.
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Convention refers to a large gathering of people, often featuring exhibits, presentations, and networking
opportunities. Related terms include conference, trade show, and exposition. In Meeting and Event
Planning, conventions are significant events that require extensive planning and coordination. For example,
a convention may involve multiple venues, speakers, and activities, requiring a team of planners to manage
the logistics.

Destination Management Company (DMC) refers to a company that specializes in planning and
coordinating meetings and events in a specific destination. Related terms include event planning, tour
operations, and travel services. In Meeting and Event Planning, DMCs are valuable partners, as they provide
local expertise and knowledge to ensure the success of events. For instance, a DMC may help a planner find
the best venues, caterers, and activities for a corporate event in a foreign city.

Event Design refers to the process of creating a concept, theme, and layout for a meeting or event. Related
terms include event planning, creative direction, and production design. In Meeting and Event Planning,
Event Design is a critical aspect, as it sets the tone and atmosphere for the event. For example, a wedding
planner may work with a designer to create a custom theme, decor, and layout for the ceremony and
reception.

Event Management refers to the process of planning, coordinating, and executing meetings and events.
Related terms include event planning, meeting management, and conference coordination. In Meeting and
Event Planning, Event Management involves a wide range of tasks, from venue selection to budgeting and
marketing. For instance, an event manager may oversee the entire planning process, from concept to
execution, to ensure a successful and memorable event.

Event Marketing refers to the promotion and publicity of a meeting or event to attract attendees and
sponsors. Related terms include marketing strategy, social media, and public relations. In Meeting and Event
Planning, Event Marketing is essential for creating buzz and interest in the event. For example, a conference
organizer may use social media, email marketing, and press releases to promote the event and attract
attendees.

Exhibition refers to a display of products, services, or information at a meeting or event. Related terms
include trade show, expo, and display booth. In Meeting and Event Planning, exhibitions are often used to
showcase innovations and expertise in a particular industry. For instance, a technology conference may
feature an exhibition with display booths from leading companies in the field.

F&B stands for Food and Beverage, referring to the catering and hospitality services provided at meetings
and events. Related terms include catering, menu planning, and beverage management. In Meeting and
Event Planning, F&B is a critical aspect, as it can make or break the attendee experience. For example, a
wedding planner must ensure that the catering team provides high-quality food and service to meet the
couple's expectations.

Floor Plan refers to a diagram or layout of a venue or event space, showing the arrangement of tables,
chairs, and exhibits. Related terms include venue management, space planning, and event design. In
Meeting and Event Planning, Floor Plans are essential for ensuring a smooth and efficient event. For
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instance, a conference organizer may use a Floor Plan to determine the best layout for the exhibition hall
and session rooms.

Front-of-House refers to the areas of a venue that are visible to attendees, such as lobbies, reception areas,
and dining rooms. Related terms include event operations, customer service, and hospitality. In Meeting and
Event Planning, Front-of-House is critical for creating a positive and welcoming atmosphere for attendees.
For example, a hotel may train its staff to provide exceptional customer service and ensure a smooth check-
in process for event attendees.

Green Meeting refers to a meeting or event that is planned and executed in an environmentally responsible
manner. Related terms include sustainable events, eco-friendly, and carbon neutral. In Meeting and Event
Planning, Green Meetings are becoming increasingly popular, as organizers seek to reduce their
environmental impact. For instance, a conference organizer may choose a venue with energy-efficient
lighting and waste reduction programs.

Hybrid Event refers to a meeting or event that combines in-person and virtual components. Related terms
include virtual event, online conference, and remote participation. In Meeting and Event Planning, Hybrid
Events are becoming increasingly popular, as they offer flexibility and convenience for attendees. For
example, a conference may offer both in-person and virtual attendance options, allowing attendees to
participate remotely if they cannot attend in person.

Incentive Travel refers to a type of travel program that rewards employees or customers with a trip or
experience. Related terms include incentive program, reward travel, and motivation travel. In Meeting and
Event Planning, Incentive Travel is used to motivate and reward individuals for their achievements. For
instance, a company may plan an incentive trip to a luxury resort to reward its top-performing employees.

Keynote Speaker refers to a prominent or influential speaker who delivers a keynote address at a meeting or
event. Related terms include plenary speaker, headliner, and main speaker. In Meeting and Event Planning,
Keynote Speakers are often used to draw attention and interest to an event. For example, a conference may
feature a well-known industry expert as its Keynote Speaker to attract attendees and provide valuable
insights.

Meeting refers to a gathering of people, often with a specific purpose or agenda. Related terms include
conference, seminar, and workshop. In Meeting and Event Planning, meetings are a crucial aspect, as they
provide opportunities for communication, collaboration, and decision-making. For instance, a company may
hold a meeting to discuss its strategy and goals for the upcoming year.

Meeting Planner refers to a professional who plans and coordinates meetings and events. Related terms
include event planner, conference coordinator, and meeting coordinator. In Meeting and Event Planning,
Meeting Planners are responsible for ensuring the smooth execution of events. For example, a Meeting
Planner may oversee the entire planning process, from venue selection to budgeting and marketing.

Off-Site Meeting refers to a meeting or event that takes place outside of a company's office or usual
meeting space. Related terms include retreat, offsite, and destination meeting. In Meeting and Event
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Planning, Off-Site Meetings are often used to provide a change of scenery and fresh perspective. For
instance, a company may plan an off-site meeting at a resort or conference center to facilitate team-
building and strategic planning.

Plenary Session refers to a general session or meeting that is open to all attendees at a conference or event.
Related terms include keynote session, general session, and main session. In Meeting and Event Planning,
Plenary Sessions are often used to provide overview and context for the event. For example, a conference
may feature a Plenary Session with a prominent industry expert to set the tone and provide insights for the
event.

Pre-Event refers to the period of time before a meeting or event takes place, often involving planning,
preparation, and coordination. Related terms include event planning, pre-conference, and pre-meeting. In
Meeting and Event Planning, the Pre-Event phase is critical, as it sets the stage for a successful and
memorable event. For instance, a planner may use this time to finalize the agenda, confirm speakers, and
coordinate logistics.

Registration refers to the process of signing up or registering for a meeting or event. Related terms include
attendance, check-in, and participation. In Meeting and Event Planning, Registration is an essential aspect,
as it helps planners track attendance and manage logistics. For example, a conference organizer may use an
online registration system to collect attendee information and process payments.

Risk Management refers to the process of identifying, assessing, and mitigating potential risks or threats
associated with a meeting or event. Related terms include emergency planning, contingency planning, and
crisis management. In Meeting and Event Planning, Risk Management is critical, as it helps planners prepare
for unexpected situations and minimize potential damage. For instance, a planner may develop a risk
management plan to address potential security threats, weather conditions, or last-minute cancellations.

Site Inspection refers to the process of visiting and evaluating a potential venue or location for a meeting or
event. Related terms include venue selection, site visit, and location scouting. In Meeting and Event
Planning, Site Inspections are essential for ensuring that the chosen venue meets the needs and
expectations of the event. For example, a planner may conduct a site inspection to evaluate the layout,
amenities, and services offered by a potential venue.

Sponsorship refers to the support or funding provided by a company or organization for a meeting or
event. Related terms include sponsor, exhibition, and partnership. In Meeting and Event Planning,
Sponsorship is a crucial aspect, as it helps offset costs and enhance the overall experience. For instance, a
conference organizer may seek sponsorship from leading companies in the industry to support the event
and provide brand visibility.

Theme refers to the concept or idea that underlies a meeting or event, often influencing the design, decor,
and content. Related terms include event design, creative concept, and storyline. In Meeting and Event
Planning, Theme is a critical aspect, as it sets the tone and atmosphere for the event.

Trade Show refers to an exhibition or display of products, services, or information related to a specific
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industry or field. Related terms include exhibition, expo, and conference. In Meeting and Event Planning,
Trade Shows are often used to showcase innovations and expertise in a particular industry. For instance, a
technology conference may feature a Trade Show with display booths from leading companies in the field.

Venue refers to the location or space where a meeting or event takes place. Related terms include location,
site, and facility. In Meeting and Event Planning, Venue is a critical aspect, as it can make or break the
attendee experience. For example, a planner may choose a venue with state-of-the-art audio-visual
equipment and comfortable seating to ensure a positive and engaging experience.

Virtual Event refers to a meeting or event that takes place online or remotely, often using technology such
as video conferencing or webcasting. Related terms include online conference, remote meeting, and digital
event. In Meeting and Event Planning, Virtual Events are becoming increasingly popular, as they offer
flexibility and convenience for attendees. For instance, a conference may offer virtual attendance options,
allowing attendees to participate remotely if they cannot attend in person.

Wedding Planner refers to a professional who plans and coordinates weddings and other social events.
Related terms include event planner, wedding coordinator, and wedding designer. In Meeting and Event
Planning, Wedding Planners are responsible for ensuring the smooth execution of events. For example, a
Wedding Planner may oversee the entire planning process, from venue selection to budgeting and decor, to
ensure a beautiful and memorable wedding day.

Workshop refers to a small-group session or meeting that focuses on a specific topic or activity. Related
terms include seminar, training session, and focus group. In Meeting and Event Planning, Workshops are
often used to provide hands-on training and interactive experiences. For instance, a conference may feature
a Workshop on a specific topic, allowing attendees to engage in discussions and activities related to the
topic.
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