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GCB Tips for Meeting Planners - GLOSSARY OF TERMS 
 
Audio-Visual (A-V). Generic term covering the technical materials and methods used to support communication 
with an audience by visual or aural means. 
 
Back Projection. Where the projector is behind the screen (opposite: front projection) 
 
Bottom Line. Jargon for the final financial profit or loss of a project. 
 
Break-down time. Time allocated for the dismantling and removal of conference or exhibition structures (Tear-
down time). 
 
Conference destination. The locality where an event may be held. 
 
Conference Pack. A pack of printed (and sometimes video or CD ROM) material designed to promote a venue and 
comprehensively brief prospective users.  
 
Corkage. A per bottle cost charged by an establishment when customers bring their own beverages. 
 
CVB. Convention and Visitor Bureau. Eg. National Convention Bureau such as GCB. Also ‘Office of Tourism’, etc. 
for a city, locality or region. 
 
DDR. Daily Delegate Rate. An inclusive per delegate charge by the venue. 24 hour rate is meeting facilities plus full 
board. 12 hour rate is meeting facilities plus lunch and refreshments. 
 
Delegate. A generic term for people who attend the business sessions of a meeting whether or not they have 
been delegated to do so. (US = attendee) 
 
Delegate Profile. A short document outlining the common characteristics of the people attending an event, for 
the information of all involved. 
 
DMC. Destination Management Company. A company offering local knowledge and organisational assistance at 
the destination. 
 
Exhibition space.  
Net . Space needed for exhibition booths. 
Gross. Space including alleys, catering areas etc. 
 
F & B. Food and Beverage  
 
Meeting Profile. A short document outlining the objective and basic elements of an event for the information of 
all involved. A Brief.  
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Meeting space. The areas in a venue where the business sessions of a meeting will take place.  
 
OHP. Overhead Projector. 
 
Partner. An accompanying person who is a guest of a delegate. Not necessarily a spouse.  
 
PCO. Professional Congress Organiser. An agency which is specialised in full service for the planning and 
organisation of congresses. 
 
Production company. A company which creates and stages the presentation elements of a conference or product 
launch. It may also undertake to provide a overall theme for an event. 
 
Rack Rate. The published tariff for a hotel bedroom. 
 
Registration. The procedure of accepting someone as a delegate to an event.This may be carried out in advance 
and/or on site. 
 
Single Supplement. An addition to the daily tariff charged by a hotel when a double room is occupied by only one 
person. 
 
Stake-holders. Those people or organisations with a stake in the successful outcome of an event. Eg. Sponsors, 
delegates, suppliers, etc. 
 
Suppliers. Those people and organisations who provide  equipment, facilities or services to the event 
organiser. 
 
Syndicate sessions. Small group meetings within the conference. Break-out sessions (US). 
 
Transfers. Travel industry jargon for the movement of people between airports/harbours/rail stations and 
hotels/venues. 
 
Venue. A place where a meeting is held. Site (US) 
 
 


