[image: 12ad84fce-274d-4a65-a5ca-1c857b18f9bb.png]
 
	Key terms for meetings management beginners 
Meetings and events come with their own language. This glossary outlines some of the most used terms and acronyms to help you navigate meetings management with confidence. 


 
	ROLE 
	RESPONSIBILITY 

	Attrition 
	A contractual clause requiring payment if a committed number of rooms or attendees is not met. 

	Budget vs. Actual 
	A comparison of the planned event budget against final spend. 

	Cancellation Clause 
	Contract terms outlining financial obligations if an event is cancelled. 

	Centralized Model 
	A structure where meeting processes and supplier negotiations are managed through a single team or function. 

	Consolidation 
	Combining meeting spend or suppliers to use volume and improve negotiating power.  

	Contract 
	Adherence to internal policies, legal requirements and contractual standards. 

	Decentralized Model 
	A structure where departments independently manage their own meetings and suppliers. 

	Duty of Care 
	The organization’s responsibility to ensure the safety and wellbeing of meeting attendees. 

	ESG 
	Environmental, Social, and Governance standards influencing corporate decision-making, including event sustainability. 

	Full-Service Model 
	A meeting model where a central meetings team or partner manages sourcing, contracting and logistics. 

	Offsite 
	A meeting or event held at a location outside of the company’s primary office or property. 

	Preferred Supplier 
	A vendor selected through a strategic agreement due to negotiated pricing or service standards. 

	Reconciliation 
	The process of reviewing final invoices against the approved budget after the event concludes. 

	RFP (Request For Proposal) 
	A formal document sent to venues or suppliers requesting pricing, availability and service details for a meeting or event. 

	Room Block 
	A group of hotel rooms reserved for meeting attendees at a negotiated rate. 

	Self-Service Model 
	A meeting model where internal teams manage logistics themselves, typically with defined oversight. 

	SMM (Strategic Meetings Management) 
	A structured approach to managing meeting and event spend, processes and suppliers across an organization to drive cost control, compliance and efficiency. 

	Sourcing 
	The process of researching and selecting venues or suppliers based on event requirements, budget and availability. 

	Sustainability (in meetings) 
	Efforts to reduce environmental impact, support social responsibility and align events with corporate ESG goals. 
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 Get in touch to start the conversation.
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Need help putting this into practice?

Understanding the terminology is the first step. If you're ready to
build or refine your meetings program, our specialists can help
you turn structure into measurable impact.




