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Section 1: Foundations of Event and Conference Planning

.Types of events and their unique requirements in hospitality e
.The role of events in hotel positioning and revenue strategy e
.Event planning lifecycle: from idea to execution e

Identifying client objectives and guest expectations e
.Developing event concepts that align with brand identity e
.Creating project timelines and action plans e

.Roles and responsibilities of the event team e

Section 2: Venue and Logistics Management

.Selecting the right venue and configuring event spaces e

.Seating arrangements, stage setup, and flow of movement e
Audio-visual, lighting, and technological requirements e
.Coordinating transportation, accommodation, and on-site signage e
.(Managing vendor relations (catering, entertainment, décor e

..Logistics for back-of-house operations during events e

Ensuring guest accessibility, safety, and comfort

Section 3: Budgeting, Pricing, and Revenue Management



.Building a detailed event budget o

.Cost estimation for logistics, F&B, décor, staffing, and tech e
.Setting event pricing models for different markets e
.Maximizing profit margins through upselling and packages e
.Sponsorship acquisition and monetization strategies e
.Managing contracts and payment schedules e

.Tracking expenses and financial reporting e

Section 4: Guest Experience and Event Execution

.Designing guest journey and service touchpoints e

.Pre-event communication, registration, and welcome experience e
.Managing live event flow and time-sensitive tasks e

.Handling guest concerns and last-minute changes e

.Creating personalized and memorable moments e

.Leveraging staff to deliver hospitality excellence e

.Collecting guest feedback during and after the event e

Section 5: Risk Management and Post-Event Evaluation

.(Identifying potential risks (weather, cancellations, safety
.Developing contingency plans and crisis protocols

.Legal considerations and insurance in event planning e
.Evaluating event success using KPIs and guest surveys e
.Conducting post-event debriefs with teams and clients e
.Documenting best practices for continuous improvement e

.Building long-term client relationships through review follow-ups e
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