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PATHWAY:  
Travel Marketing and Lodging Management
COURSE:  

Discovering Hospitality, Travel, & Tourism
UNIT 8: 

MKT-IT-8 Convention and Meeting Planning
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Annotation: 
Students will research and learn about the meeting and event planning industry.  As a class, the group will plan an upcoming event or meeting in coordination with a local venue.

Grade(s):  

	x
	9th

	x
	10th

	x
	11th

	x
	12th


Time:  
20 Hours
Author: 

Rachael McClain

Students with Disabilities:
For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
MKT-IT-8 
Students will determine the importance of convention and meeting planning as a vital part of successful travel and hospitality operations. 
a) Distinguish the differences between an association meeting planner, an independent meeting planner, and a corporate meeting planner. 

b) Identify the vendors important to conventions, trade shows, etc. (including hotels, decorations, catering, entertainment, photography, speakers, transportation, and technology). 

c) Demonstrate the basic tasks an event planner must perform (i.e. organizing an event, developing a budget, and choosing a location). 

d) Analyze the economic impact that conventions, trade shows, special events, and group sales have on the local, state, and national economies. 

GPS Academic Standards:
SSEF4 

Students will compare and contrast different economic systems and explain how they answer the three basic economic questions of what to produce, how to produce, and for whom to produce.
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Enduring Understandings: 
The ability to organize is of great significance in event planning. It is very important for students and planners to work together effectively as team members.
Essential Questions: 
· What is the role of a meeting planner?

· What are common reasons people meet?

· Who are the key vendors involved in the meeting planning process?

· How does the meeting and event industry impact our economy?

· What is the economic impact of meeting and events to the local area?

· What are the key steps to planning an event? 
· What are the skills and abilities needed to plan a successful meeting or event?

Knowledge from this Unit:  
Students will be able to: 

· Explain the overall concept of meeting and event planning.

· Replicate skills developed in planning a significant event.

· Recognize vendors that are important to conventions, trade shows, and other travel outlets.

Skills from this Unit:  
Students will:

· Utilize team building skills

· Develop leadership skills.

· Work together for a common purpose.

· Plan an event.

· Compile meeting portfolio.
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Assessment Method Type: 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	x
	Group project

	
	Individual project

	
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

__ Lab Book

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	
	Dialogue and Discussion

	
	_x_ Student/teacher conferences

__ Partner and small group discussions

_x_ Whole group discussions

_x_ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions: 
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•
LESSON 1: MEETING PLANNERS

1.
Identify the standards. Standards should be posted in the classroom.

MKT-IT-8 
Students will determine the importance of convention and meeting planning as a vital part of successful travel and hospitality operations. 
a) Distinguish the differences between an association meeting planner, an independent meeting planner, and a corporate meeting planner. 

b) Identify the vendors important to conventions, trade shows, etc. (including hotels, decorations, catering, entertainment, photography, speakers, transportation, and technology). 

c) Demonstrate the basic tasks an event planner must perform (i.e. organizing an event, developing a budget, and choosing a location). 

d) Analyze the economic impact that conventions, trade shows, special events, and group sales have on the local, state, and national economies. 

2.
Review Essential Questions. Post Essential Questions in the classroom. 
· What is the role of a meeting planner?

3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Meeting planner
	Event coordinator
	Convention & Visitor Bureau

	Convention
	Conference
	Tour Group

	Business Traveler
	Family Reunion
	Trade Show

	Special Event
	Wedding planner
	Caterer


4.
Show the class the video “Career Planning : How to Become an Event Planner” which can be found at 
http://www.youtube.com/watch?v=HhExQoXBzs8&feature=fvwrel. 
5.
Assign students one of the terms from the unit vocabulary and ask them to research the term. Have students 
share with the class their findings regarding job description, career outlook, and a local example. 
•
LESSON 2:  TYPES OF MEETINGS

1.
Review Essential Questions. Post Essential Questions in the classroom.

· What are common reasons people meet?

· Who are the key vendors involved in the meeting planning process?

2.
Walk students through the Event Planning PowerPoint and the process of meeting planning.  
3.
Summary:
· Have students share their thoughts about convention and meeting planning with the class.
•
LESSON 3: ECONOMIC IMPACT OF MEETINGS AND EVENTS

1.
Review Essential Questions. Post Essential Questions in the classroom.

· How does the meeting and event industry impact our economy?

· What is the economic impact of meeting and events to the local area?

2.
Ask a representative from the Department of Industry, Trade, and Tourism to speak to your class regarding the impact of meetings and events on the economy.  
· Each county or region has a regional representative who can speak to your classroom regarding the economic impact of tourism and meetings & events.
· To find your local representative, go to: http://www.georgia.org/GeorgiaIndustries/Tourism/Pages/RegionalRepresentatives.aspx
3.
Summary:
· Have students share one interesting fact they have learned from the economic impact discussion with the class by creating a “Mind Map” with post-it notes and handwritten topics on your whiteboard.

•
LESSON 4: PLANNING & HOSTING A MEETING OR EVENT

1. Review Essential Questions. Post Essential Questions in the classroom.

· What are the key steps to planning an event? 
· What are the skills and abilities needed to plan a successful meeting or event?

2.
Pass out the Event Planning Student Guide to students. 
3.
Work with the class as a whole to plan an event in the near future. 

· You may have to find a venue nearby that will allow you to host an event or work with a business partner to plan an event.  
· Events could include any of the following:

· Parent open house at your school

· Prom preview fashion show

· Hospitality reception for prospective students in your classroom

· Field day at a local elementary school

· Community festival

· Day-long workshop promoting entrepreneurship

· Financial workshop for the community

· The key to hosting and planning an event is dividing your class into teams with assigned deliverables for each area in order to be successful.  
4.
As a group, select a class event and start planning!

5.
Summary

· Although this lesson may end with the introduction of the event to be planned, this is an on-going assessment. Following the event, have students evaluate their team members and classmates as well as their own performance.

•
ATTACHMENTS FOR LESSON PLANS:

Event Planning PowerPoint
Event Planning Student Guide

Event Planning Teacher Guide
Group Evaluation Handout
Teacher Evaluation Rubric

•
NOTES & REFLECTION: 

Use the Event Planning Teacher Guide to guide you through lesson 4. 
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Culminating Unit Performance Task Title: 
PowerPoint for Planned Event
Culminating Unit Performance Task Description/Directions/Differentiated Instruction:
Have each student select an event to plan, and put it all together in a PowerPoint presentation to present to the class. 
Attachments for Culminating Performance Task: 
Event Planning Student Guide
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Web Resources:
http://www.georgia.org/GeorgiaIndustries/Tourism/Pages/RegionalRepresentatives.aspx
Materials & Equipment: 
Computers with Internet access
21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	
	Student Response System
	x
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	x
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
	
	


Marketing Sales and Service
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