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HRTM 140  Conference and Convention Services

COURSE DESCRIPTION

Goals and Objectives

1.0  The student will become acquainted with the size and scope of the meetings and convention market.


1.1 The student will become familiar with a variety of meeting types:



corporate meeting



association meetings



trade shows and exhibits



conventions, conferences and special events


1.2 The student will understand the key elements of the  meetings market such as:



convention and visitors bureau



hotel industry



transportation industry



convention centers



exposition management industry



food and beverage

2.0 The student will identify the value and economic impact of the meetings market on the over-all economy of the United States.

3.0 The student will understand the key financial and managerial elements of the conference and convention market including:


exhibit space


insurance requirements


meeting housing


program planning


negotiations and contracts


site selection


leases, confirmation letters


space use and set-up design


registration


billing and post convention review

4.0 The student will understand the environment of a "meeting in progress" in terms of client needs including:


speaker needs


recreational planning


lighting/heating/cooling
special event planning


head table


meeting space assessmen

Required Text    Fenich, George  Meetings, Expositions, Event, and Conventions, 2008

Recommended Text

Abbey, James R. and Astroff, Milton T. 2005. Convention Sales and Service, Waterbury Press, Cranbury, NJ

ASSIGNMENTS
DATE DUE
% of grade



A. Trends Presentation/Paper
ongoing
15%



B. Midterm
3/19
20%







C. Final Examination
5/21
20%







D. Field Trips
TBA
10%



E. Homework Assignments
ongoing
10%



F. Term project/Group presentation
TBA
15%



G. Participation

10%



Bibliography:

Professional Meeting Management (2007) Education Foundation of the Professional Convention Management Association, 4th Edition.

The Meetings Market, 2008, Market Probe International, Inc. for Meetings and Conventions.

Convention Liaison Manual, (2008) Convention Liaison Council.

Periodicals:

Meetings and Conventions-monthly

Meeting News-monthly

Association Meetings bi-monthly

International Association of Convention and Visitors Bureau Newsletters, bi-monthly 

Final total percentage range and letter grade:

	Point Range
	Grade

	96 – 100
	A+

	93 – 95
	A

	90 – 92
	A-

	86 – 89
	B+

	83 – 85
	B

	80 – 82
	B-

	76 – 79
	C+

	73 – 75
	C

	70 – 72
	C-

	66 – 69 
	D+

	63 – 65
	D

	60 – 62
	D-

	59 and below
	F


Dr. Sullivan’s Teaching Philosophy

I want to help you learn and learn with you while we have fun along the way!  I want to be a facilitator to you as you are introduced to the book, information, SJSU and each other!  I want you to be more hospitable to yourself, those you will encounter in business or leisure, and those whom you don’t understand.  In this class, I believe that sometimes you can lead the group!  I expect your best. I expect you to read the books, take notes, go back over your notes after each class.  Arrive early to class, pay attention, ask questions, and work with others.  I expect you to turn your cell phones off before class, don’t come in late or leave early unless absolutely necessary.  I teach not only through lecture and discussion but with example. I use the readings and the field trips and guest speakers as additional help.  I love to teach, have received some special awards for it, and want you to leave the class feeling special, ready to go and more aware of how to make this a more courteous and kind world! 

Email Philosophy

Papers cannot be emailed.  Hard copies are due in class on the date identified in this syllabus.  If you have questions regarding the class, you can email me. Just be sure to put in the subject/address that you are in the 001 class because I’ll prioritize it as important to be read ASAP. 

Accommodations

Students are faced with any number of challenges, be it physical, emotional, social.  I need to know if your learning will be affected differently in any way (e.g. dyslexia, learning disabilities, illness in your family, anticipated major event, etc) If you need course adaptations or accommodations because of a disability or if you need special arrangements in case the building must be evacuated, or you have emergency medical information to share with me, please make an appt. with me as soon as possible, or see me during office hours. Presidential Directive 97-03 requires that students with disabilities requesting accommodations register with DRC (Disability Resource Center- Admin Bldg.)to establish a record of their disability.

Academic Dishonesty

Plagiarism and cheating on exams is a serious problem on many campuses. It will not be tolerated in this class! Your own commitment to learning, as evidenced by your enrollment at SJSU, and the University’s Academic Integrity Policy requires you to be honest in all your academic course work.  I am required to report all infractions to the Office of Student Conduct and Ethical Development. The policy on academic integrity can be found at: http://www.sa.sjsu.edu/judicial_affairs/index.html.

Here is policy 1.2.1 from the SJSU policy on dishonesty:

”the act of incorporating the ideas, words, sentences, paragraphs, or parts thereof, or the specific substance of another’s work, without giving the appropriate credit, and presenting the product as one’s own work…”

Changing a few words in someone else’s sentence is also considered plagiarism.  I will use the website (www.turnitin.com) to screen selected papers.  Do not copy from someone else’s paper.

If you would like to include in any paper you turn-in in this class any material you have submitted, or plan to submit, for another class, please note that SJSU’s Academic Integrity policy S04-12 requires prior approval by instructors.
Late Paper policy

If you need more time to complete a paper, you must ask for an extension prior to the due date.  If you have a reasonable problem, you will be granted an extension.  If there are extenuating circumstances, explain them to me and I will decide what to do.  Late papers will not be accepted without an extension and are due at the beginning of the class period.  If illness prevents you from doing an assignment or taking a test, a doctor’s verification note must be provided to me. Missing an exam requires a doctors written verification of illness.

If your paper is late past the due date, penalties will apply which get progressively worse the later the paper is.  Five points per day missed will begin the day after the due date. Excuses like “my printer broke, I left it in my car” are fine but do not need to be told to the professor.  Just get the paper to me by the next class or earlier to my mailbox in 49 Spartan Complex Central. Don’t be late!  There are no opportunities for extra credit in this class.
Schedule:
Table 1: Course Schedule.
	.
	Date.
	Topics 
	Chapter(s) to read.

	1.


	01/22/2009.
	Introduction and Welcome to the Convention World
	

	2.

	Week of 01/27/2009.
	Terminology and Organizational Structure of the Meetings World
	1-2.

	3.


	Week of 

02/03/2009.
	Who holds meetings and Where?
	3.-4.

	4.


	Week of 

02/10/2009.
	Exhibitions, Special Events and Service Contractors
	5.6.

	5.


	02/17/2009

02/19/2009.
	Field Trips.
	

	6.


	Week of 02/24/2009.
	Planning Meetings.
	9.

	7.


	Week of 03/03/2009.
	Producing Meetings
	10.

	8.


	Week of 03/10/2009.
	Managed Services, Beverages.
	11.

	9.


	03/17/2009.
	Review.
	

	10.


	03/19/2009.
	Mid-term Examination.
	

	11.


	No classes

03/24; 03/26; 03/31/2009.
	Spring Break and Cesar Chavez Day
	

	12.


	04/02/2009.
	Legal Issues in the MEEC Industry.
	12.

	13.
	Week of 

04/07/2009.
	Technology and the Meeting Professional.
	13.

	14.
	Week of 04/14/2009.
	International Meetings, Conventions and Expositions.
	14.

	15.
	04/21/2009 04/23/2009
	Field Trips.
	

	16.
	Week of

04/28/2009.
	Presentations
	

	17.

	Week of

05/05; 05/12/09
	Open week and Review for Final Examination.
	

	
	Final Exam.
	Sec. 1 T May 19, 7:15-9:30; Sec. 2 T May 19 12:15-14:30 
	


