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NAME OF THE COURSE-Meeting, Conference and Event Planner 

CURRICULUM/SYLLABUS 

This program is aimed at training candidates for the job of a “Meeting, Conference and Event Planner”, in 

the “Tourism and Hospitality” Sector/Industry and aims at building the following key competencies amongst 

the learner 

1. Getting to know customer requirements 5. Coordination and implementation of event

2. Planning  a conference/ meeting/event 6.Monitoring and evaluation of event

3. Communication with customers and stakeholders 7. Maintaining standards of etiquette and ethics

4. Organising conference/ meeting/event 8. Maintaining customer centric service orientation

This course encompasses 10 out of 10 National Occupational Standards (NOS) of “Meeting, Conference and 

Event Planner” Qualification Pack issued by “Tourism & Hospitality Skill Council”. 

S. No. Topic / Module 
Theory 

duration 
(in hours) 

Practical 
duration 
(in hours) 

Key Learning Outcomes 
Corresponding 

NOS code 

1 Introduction to 

Meeting, 

conference and 

event planning 

2 4 An overview of the event 

industry 

Skills required for an event 

planner 

Different types of events- 

religious, musical, sporting, 

personal and private, political 

and government, commercial and 

business, corporate, special 

events and  leisure events 

THC/N4401 

2 What customer 

wants 

7 20 Welcoming the customers 

Understanding  customers 

demand and clients needs 

regarding the dates, location and 

type of event/ 

conference/meeting 

Understand the purpose of the 

event/conference/ meeting 

Identifying the target audience 

for whom the event 

THC/N4401 
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/conference/meeting is held 

Understanding the budget 

constraint from the customers 

Type of allied services required 
like catering, accommodation, 
provision of stalls, registration 
counters etc. 

Identifying the audio visual 
requirements 

Understanding the type of stage 
and set up and Entertainment 
services required 

Creation of a draft budget  and 

estimating the costs as per 

customer requirements and 

expectations 

Provision of rough estimate to 
customers 

Offering various suggestions to 
the customers to help them 
decide on their needs 

Handling enquiries from other 

customers 

3 Conference/ 

meeting planning 

6 20 Identifying the purpose of the 

conference/ meeting 

Identification of location 

Collecting resources based on 

requirement 

Creating a contract with the 

customer listing all the 

requirements 

Understanding the needs of the 

customer in relation to the 

support services required 

THC/N4402 

4 Conference/ 6 20 Identifying the target market 
THC/N4402 
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meeting 

organising 

Sending invitations to guests 

Identifying accommodation, 

catering, audio visual 

requirements  

Arranging for registration signs, 

badges, presentation and support 

material 

Arranging for security, car 

parking, valet parking if required 

Arranging for media if required 

Coordination with the customer 

service staff 

Inspection of facilities and 

logistics 

Planning the budget sheet, 

costing for all services  

5 Event planning 5 18 Identifying the aims and 

objectives presented by the 

clients for the event 

Understanding the theme of the 

event 

Setting specific benchmarks / 

standards according to event 

management company policy for 

developing event/conference/ 

meeting 

Collecting relevant data from all 

the key areas that support the 

event/ conference/ meeting 

according to customer 

requirement 

Conducting a feasibility study for 

the viability of the event  

THC/N4403 

6 Event organising 7 15 Planning an event proposal 

Communicating with the 
THC/N4403 
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customer about the constraints 

from the other stakeholders that 

affect the event 

Suggesting  innovative and 

creative ways of planning the 

event by improving and adding 

on to the customer requirements 

and expectations 

Creation of an event team which 

will support the event planner 

Communicating with the event 

team  and colleagues in the 

company regarding the event 

Planning for approvals, licenses 

and insurances  

Planning for any legal 

requirements for the event in 

accordance with the company 

policy 

Budgeting for the event with 

estimated costs 

Planning for event marketing 

Planning for event sponsorship if 

required 

7 Event/conference

/ meeting 

implementation 

and evaluation 

9 14 Confirmation of the planned 

arrangements with the client 

Inspection of the facilities after 

the set up and design  

Supervising the event 

preparation  

Communicating with the event 

team for any changes 

Update the customer of the plans 

Maintain a detailed list of 

accounts to be submitted at the 

THC/N4404 
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end to the customer 

Monitor the progress of the 

event 

Preparation of checklists to see if 

the event is progressing as 

scheduled 

Record the details of the events 

for future reference 

Supervise the closing activities 

Coordinate with the cleaning 

team 

Collect the payment from the 

client 

Collect feedback from the 

customer 

Handling customer complaints 

Making a report of the event for 

company  

8 Communicating 

with customers, 

superiors and 

colleagues 

4 8 Identify customer needs by 

asking questions 

Have good knowledge on product 

and services and brief the 

customer clearly on them in a 

polite and professional manner 

Build friendly but impersonal 

relationship with the customers 

Use appropriate language and 

tone and listen actively 

Show sensitivity to gender/ 

cultural and social differences 

Understand customer 

expectations and provide 

appropriate product/services 

THC/N9901 



Page | 6 

Understand customer 

dissatisfaction and address their 

complaints 

Maintain proper body language 

and dress code 

Communicate clearly and 

effectively with the guest 

Inform the customers on any 

issues and developments 

involving them 

Respond back to the customer 

immediately 

Upselling/promoting suitable 

products and services 

Seek feedback from customers 

Explain terms and conditions 

clearly 

Use appropriate titles and terms 

of respect 

Handle customer grievances 

professionally 

Offer friendly, courteous and 

hospitable service to the 

customers 

Provide assistance with sincere 

attitude 

Achieve 100% customer 

satisfaction 

Receive job order and 

instructions from reporting 

superior 

Escalate unresolved problems or 

complaints to relevant superior 

Understand work output 
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requirements, targets, 

performance indicators and 

incentives 

Deliver quality work and report 

anticipated delays with reason 

Document the completed work 

Show trust, support and respect 

to all colleagues and assist them 

with information and knowledge 

Try to achieve smooth overflow 

Identify the potential and existing 

conflicts with colleagues and 

resolve them 

Seek assistance from colleagues 

when required 

Pass on essential information to 

colleagues in a timely manner 

Behave responsibly and use 

polite language with colleagues 

Interact with colleagues from 

different functions to understand 

their nature of work 

To understand teamwork, multi 

tasking, co-operation, co-

ordination and collaboration 

Lookout for any errors and help 

colleagues to rectify them 

9 Customer centric 

and Service 

quality 

requirements 

3 5 Understand target customers, 

their profiles and needs 

Build good rapport with the 

customer 

Understand the market trends 

and customer expectations by 

discussing the same with 

THC/N9902 
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frequent customers 

Seek feedback and rating from 

customer 

Use customer oriented behaviour 

to gain loyalty and satisfaction 

Be friendly but not familiar with 

guest 

Ensure fair and honest 

treatments to customers 

Enhance company’s brand value 

Read customer expectations and 

ensure they are met 

Readily accept and implement 

new ideas to improve customer 

satisfaction 

Communicate customer feedback 

to superior 

Offer promotions to improve 

product satisfaction 

Consult with senior on 

unscheduled customer requests 

10  Business 

etiquettes 

2 3 Greet, welcome and address the 

customer appropriately 

Maintain pitch and tone of voice 

while speaking to customers 

Maintain high standards of 

practice and transparency in 

pricing 

Answer the telephone 

Communicate appropriately with 

the customer 

THC/N9903 
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Dress professionally 

Maintain personal integrity and 

ethical behaviour 

Maintain personal grooming and 

positive body language 

Demonstrate responsible and 

disciplined behaviour 

Escalate grievances to 

appropriate authority 

11 Achieving 

customer 

satisfaction by 

hospitable 

conduct 

1 2 Use appropriate titles and terms 

of respect 

Handle customer grievances 

professionally 

Offer friendly, courteous and 

hospitable service to the 

customers 

Provide assistance with sincere 

attitude 

Achieve 100% customer 

satisfaction 

Understand customer loyalty and 

brand value 

12 Services and 

facilities specific 

to age / gender / 

special needs 

3 5 Educate tourists, employers and 

colleagues at work place on 

women’s rights 

Ensure that the customer feels 

safe  

Be aware of customer unique 

needs 

Know the facilities and services 

specific to gender and age 

Co-ordinate with team to meet 

these needs 

THC/N9904 
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Educate customers about 

entertainment programs for 

children, basic safeguard 

procedures for senior citizens 

Arrange for transport and 

equipment as required by senior 

citizens 

Understand availability of 

medical facilities/doctor 

Understand women rights and 

company’s polices regarding 

them 

Know special facilities available 

for women colleagues and 

customers 

Inform about methods to ensure 

safety and security of women 

Provide comfortable and safe 

environment for female 

customers 

Maintain compliant behaviour 

etiquette while dealing with 

women 

Treat women equally and avoid 

discrimination 

Ensure safety and security of 

female colleagues and customers 

at all levels 

Establish policies to protect 

women from harassment 

Involve women in decision 

making process 

13 Ethics,  policies 

and confidentiality 

of customer  

3 5 Understand company policies 

Understand company products 

and services 

THC/N9905 
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Understand the human resource 

policies of the company 

Know the roles and 

responsibilities of the hierarchy 

and the reporting structure 

Understand the customer profiles 

Understand the competition 

Know about the grievance 

procedures of the company 

Ensuring  maintenance of 

company customers records 

Understanding the ethics and 

code of conduct of the company 

Ensuring safe business practices 

to be followed by all staff and 

management 

Follow ethics policy of the 

company 

14  Health and 

Hygiene 

3 5 Keep the workplace clean 

Identify waste and ensure its 

disposal  

Ensure waste bins are cleared 

everyday 

Point out requirements for pest 

control 

Ensure work place has fresh air 

supply and sufficient lighting  

Ensure maintenance check of air 

conditioners and other 

mechanical equipment in the 

department 

Ensure adequate supply of 

cleaning consumables 

THC/N9906 
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Hand wash procedure 

Understand personal hygiene 

Understand dental hygiene 

Understand cross contamination 

and how to prevent it 

Report on personal health issues 

Ensure procedures such as 

covering the mouth and turning 

away from people while coughing 

and sneezing 

Maintain availability of clean 

drinking water 

Get appropriate vaccinations 

regularly 

Undergo preventive health check 

up and treat all illnesses 

promptly 

TOTAL 61 101 

Total Programme Duration: 61 Theory Hours + 144 Practical Training Hours = 205 Total Hours. 
Recommended OJT Hours: 30 days 


