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Field Service Sector 
 
Review of Tourism Conventions and Incentives unit standards 
 

Subfield Domain ID 

Tourism Tourism Conventions and 
Incentives 

15681,15683,15684,15687-
15690,15692,15693,15696-
15700,18576,18578,18580,18581,18583,
18584, 25859, 25860-25862, 25864-
25870, 26299-26303 

 
The Ringa Hora Services Workforce Development Council has completed the review of the unit 
standards listed above. 
 
Date new versions published September 2022 
 
Planned expiry date December 2023 
 
Summary 
 
Ringa Hora reviewed the 36 Tourism Conventions and Incentives standards overdue for review.  
The purpose of the review was to determine whether the standards were and continued to be 
useful and relevant to the sector. 
 
It was noted that only four of the standards have reported any use in the past five years (one or 
two results for each of 15681, 15699, 25864, 25870), and that the associated qualifications have 
also been reviewed and are proposed to expire 31 December 2023: 
 

• New Zealand Certificate in Tourism Conventions and Incentives (Level 4) (60 credits) [Ref: 
2208] 

• New Zealand Diploma in Tourism Conventions and Incentives (Level 5) with strands in 
Conference Organisation, Convention Bureaux, Incentives Planning, and Venue Sales and 
Operations (120 credits) [Ref: 2209]. 

 
Consultation on the proposed expiry of the qualifications and unit standards was undertaken May-
June 2022, and there were no objections from the sector to this suite of Level 3-6 Tourism 
Conventions and Incentives unit standards being expired. 
 
Ringa Hora is keen to continue to work with the sector to determine what will better meet their 
workforce training needs, including the potential for Skills Standards and/or Micro-credentials. 
 
Main changes 
 

• All 36 unit standards are proposed to expire, and are not being replaced. 
 

Category D unit standards will expire at the end of December 2023 
 

https://www.nzqa.govt.nz/nzqf/search/viewQualification.do?selectedItemKey=2208
https://www.nzqa.govt.nz/nzqf/search/viewQualification.do?selectedItemKey=2209
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Detailed list of unit standards – classification, title, level, and credits 
 

Key to review category 

A Dates changed, but no other changes are made - the new version of the standard carries the 
same ID and a new version number 

B Changes made, but the overall outcome remains the same - the new version of the standard 
carries the same ID and a new version number 

C Major changes that necessitate the registration of a replacement standard with a new ID 

D Standard will expire and not be replaced 

 
Service Sector >Tourism >Tourism Conventions and Incentives 

ID Title Level Credit Review 
Category 

15681 Demonstrate knowledge of the structures and functions 
of the conventions and incentives industry 

4 6 D 

15683 Select, engage, and work with suppliers for a 
conventions and incentives industry project 

5 15 D 

15684 Manage a business programme for a conventions and 
incentives industry project 

6 10 D 

15687 Create and manage a special event for a conventions 
and incentives industry project 

6 20 D 

15688 Manage financial arrangements for a conventions and 
incentives industry project 

6 20 D 

15689 Market a conventions and incentives industry project 5 15 D 

15690 Manage registrations for a conventions and incentives 
industry project 

5 10 D 

15692 Manage an exhibition for a conventions and incentives 
industry project 

6 20 D 

15693 Manage sponsorship for a conventions and incentives 
industry project 

6 20 D 

15696 Manage and escort a familiarisation for the conventions 
and incentives industry 

5 10 D 

15697 Manage venue arrangements for a conventions and 
incentives industry project 

5 6 D 

15698 Manage accommodation bookings for a conventions 
and incentives industry project 

5 6 D 

15699 Demonstrate knowledge of the operational process for 
a conventions and incentives industry project 

4 6 D 

15700 Organise and coordinate participation in trade shows 5 10 D 

18576 Source and qualify leads, and take follow-up action for 
a conventions and incentives industry project 

5 8 D 

18578 Prepare a venue quote and confirm a booking for a 
conventions and incentives industry project 

5 8 D 

18580 Generate and review function sheets 5 5 D 

18581 Brief personnel involved in the delivery of services for a 
conventions and incentives industry project 

5 3 D 

18583 Manage staff and tasks related to conventions and 
incentives industry projects on guest arrival 

6 10 D 

18584 Undertake and complete post-conventions and 
incentives industry project follow-up action and 
administration 

5 5 D 

25859 Analyse financial reports and projections for 
conventions and incentives industry projects 

5 6 D 

25860 Brief clients on legislation and taxation matters for a 
conventions and incentives industry project 

5 4 D 
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ID Title Level Credit Review 
Category 

25861 Use event management software to manage a 
conventions and incentives industry project 

4 5 D 

25862 Demonstrate knowledge of environmental sustainability 
in the conventions and incentives industry 

3 3 D 

25864 Investigate venue arrangements for a conventions and 
incentives industry special event 

4 6 D 

25865 Produce a budget for a conventions and incentives 
industry special event 

4 4 D 

25866 Plan, manage, and log bookings, and formalise 
contracts for a conventions and incentives industry 
project 

5 3 D 

25867 Plan and manage logged bookings for conventions and 
incentives industry projects 

5 3 D 

25868 Manage risk for a conventions and incentives industry 
project 

5 10 D 

25869 Develop, implement, and evaluate a sustainability 
strategy for a conventions and incentives industry 
project 

5 8 D 

25870 Demonstrate knowledge of sponsorship for a 
conventions and incentives industry project 

4 6 D 

26299 Develop a marketing plan for a conventions and 
incentives industry project 

4 12 D 

26300 Develop, implement, and evaluate a communication 
plan for a conventions and incentives industry project 

5 10 D 

26301 Debrief event owner and evaluate data for a 
conventions and incentives industry project 

5 6 D 

26302 Produce a budget and cash flow projection for a 
conventions and incentives industry project 

5 8 D 

26303 Manage the operation of conventions and incentives 
industry projects prior to guest arrival 

5 6 D 

 


