San José State University

Department of Hospitality Management

HTEM 152 Hotel Catering and Banquet Management
Section 1, 3 units

Fall 2019
Contact Information

	Instructor:
	Terry D. Thompson

	Office Location:
	Macquarie Hall # 437

	Telephone:
	TBA

	Email:
	Terry.thompson@sjsu.edu

	Office Hours:
	Tuesday and Thursday 12:30-12:45

	Class Days/Time:
	Monday 3:00-5:45

	Classroom:
	Clark 310

	Prerequisites:
	HSPM 1, 11, 12, 65, 102

	Course Fees: 
	Delphi Course $35.00


Faculty Web Page and MYSJSU Messaging
Course materials such as syllabus, handouts, notes, assignment instructions, etc. can be found on Canvas. You are responsible for regularly checking with the messaging system through Canvas to learn any updates.
Course Description
Overview of hotel group sales, convention services, catering sales and banquet operations. Learn tools and applications necessary to be successful in providing catering and banquet operations for hotel, restaurant, or corporate events.
Course Philosophy

Catering is one of the most important sources of revenue for the food and beverage division of a hotel, and is responsible for arranging and planning food and beverage functions, conventions, smaller hotel customer groups, and local events booked by the catering sale department. 
In this course, we will learn the entire process of a catering service including catering business development, menu design, food and beverage operations, cost analysis and pricing, negotiating the package, and quality control. 
To enhance students’ learning experience, we will study the operations of the Delphi Catering System by Newmarket, Inc. Delphi is the leading sales and catering application used by over 4,500 properties worldwide. Working knowledge of Delphi will help give students an edge when applying for a job and marketable skills as they enter the workforce.
We will be using Delphi in the classroom. It is an online course that every student must participate in. The cost is $35.00 per student and is student paid.
Delphi.fdc Sales and Catering Manager.  Delphiintheclassroom.com
Module number 1

For this to work you need to use your sjsu email address. No other will work.

The following person will be able to help you with any problems associated with the Delphi program. 

bruce.alexander@amadeus.com
[image: image1.png]



Course Goals and Learning Objectives
The goal of this course is to expose the student to actual operations procedures for sales and catering personnel. The student will be expected to understand the booking process from the sales perspective to the actual execution of a hotel convention. The Delphi learning system will expose the student to a hands on course in how to actually book and event using prevailing hotel software.
Upon successful completion of this program, students will be able to: 
CLO 1 Complete a three day hotel event including rooms project
CLO2 Describe the complete sales process from booking to execution.
CLO 3 Develop food and beverage menu for an event.

CLO 4 able to effectively negotiate a catering contract
CLO 5 Book a catering event by using Delphi Catering System.
Required Texts/Readings 

Textbook
Waterbury Press, Convention Management and Service, American Hotel & Lodging Educational Institute.

Ninth edition
ISBN-978-0-86612-508-6
Library Liaison 
Carli Lowe
University Archivist
Dr. Martin Luther King, Jr. Library 
San José State University
carli.lowe@sjsu.edu
Course Requirements and Assignments

SJSU classes are designed such that in order to be successful, it is expected that students will spend a minimum of forty five hours for each unit of credit (normally three hours per unit per week), including preparing for class, participating in course activities, completing assignments, and so on.

More details about student workload can be found in University Policy S123 at http://www.sjsu.edu/senate/docs/S123.pdf.

	Assignments.
	Points.
	CLOs

	Participation and discussion.
	10
	1, 2, 3, 6

	Quizzes.
	100
	2, 3, 4, 5, 6, 7

	Case study and presentation.
	50
	1, 2, 3, 4, 5, 6, 7

	Term project and presentation.
	100
	All CLOs

	Subjective evaluation
	10
	

	Mid-term Examination.
	50
	1, 2, 3, 4, 5

	Final Examination
	80
	All CLOs

	Total.
	400
	


Participation

Participation in this course is expected.  To receive maximum benefit from this course, you are expected to attend all classes, come prepared, and actively participate in the discussion. Late arrival and early departure in class are marks of disrespect, unprofessional, and interrupt class.  Please be on time.  Evaluation of participation will be based on participation in class discussions and exercises, completion of reading assignments, review questions, discussion questions, and homework.  

Quizzes

Both scheduled/pop and in-class/online quizzes will be given in class.  Scheduled quizzes will be announced. Pop quizzes will not be announced. No makeup quiz will be given. Students arriving more than 10 minutes after class starts will not be able to take the quiz
Case study
Each team will be responsible for a case study and presentation.

Term project
Your group is going to plan a four-day event in the middle of the week at the ___________hotel in San Jose. It will include the following but not limited to
Room block and sales contract
RFP
Catering event objectives and standards
Customer contract

Itinerary for each day
Food and beverage menus
Sales Agreement
Floor plan and table setup

Banquet Event Orders (BEO)
Staffing requirements
Offsite team building exercise presentation in class
            Line out sheets for three major events for Banquets
Transportation requirements

Engineering requirements

Audio Visual Requirements

Room diagrams
Mid-term and Final examinations

The format may be true/false, multiple choice, short answer, or problems. The instructor will not administer make-up examinations unless there is an acceptable excuse.  If you know that you will not be able to take an exam during its scheduled time, please inform the instructor and make appropriate arrangement.

Grading Policy
Final total point range, percentage and letter grade.
Grading Scale

	  A plus = 100-97%
	A = 96-93%
	  A minus = 92-90%

	B plus = 89-87%
	B = 86-83%
	B minus = 82-80%

	C plus = 79-77%
	C = 76-73%
	C minus = 72-70%

	D plus = 69-67%
	D = 66-63%
	D minus = 62-60%

	F = 59-0%  Unsatisfactory
	
	


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Classroom Protocol
Students are expected to attend class regularly, arrive promptly, have completed the required readings for the session before coming to class, and participate thoughtfully in all in-class activities. Cell phones must be turned off and stowed at all times. Lecture notes and/or PowerPoint slides are available on Canvas. Class materials should be downloaded from the course website and brought to class either as a hard copy or on your laptop. Laptops and cellphones tablets are not permitted in the class during lecture. Laptops may be used only during group work. If any student is found to be using a laptop or tablet for non-class purposes, the student will be prohibited from using the device(s) in class for the remainder of the semester.

1. No food will be eaten in class/ beverages during lecture.
2. Cell phones will be off, no texting

3. Internet surfing during class will get you out of the class for the rest of the day.

4. Roll will be taken. Coming to class 10 minutes late will not get you counted as present.

Please make a sincere attempt to arrive on time. If you arrive late, please enter the classroom quietly. It is difficult to educate fellow classmates with constant interruptions at the door. If you miss a class, given the size of this class, it is your responsibility to catch up. This class requires in class work and homework.

University Policies

Dropping and Adding

Students are responsible for understanding the policies and procedures about add/drop, grade forgiveness, etc.  Refer to the current semester’s Catalog Policies section at http://info.sjsu.edu/static/catalog/policies.html.  Add/drop deadlines can be found on the current academic year calendars document on the Academic Calendars webpage at http://www.sjsu.edu/provost/services/academic_calendars/.  The Late Drop Policy is available at http://www.sjsu.edu/aars/policies/latedrops/policy/. Students should be aware of the current deadlines and penalties for dropping classes. 

Information about the latest changes and news is available at the Advising Hub at http://www.sjsu.edu/advising/.

Consent for Recording of Class and Public Sharing of Instructor Material

University Policy S12-7, http://www.sjsu.edu/senate/docs/S12-7.pdf, requires students to obtain instructor’s permission to record the course.  
· “Common courtesy and professional behavior dictate that you notify someone when you are recording him/her. You must obtain the instructor’s permission to make audio or video recordings in this class. Such permission allows the recordings to be used for your private, study purposes only. The recordings are the intellectual property of the instructor; you have not been given any rights to reproduce or distribute the material.” 
· It is suggested that the green sheet include the instructor’s process for granting permission, whether in writing or orally and whether for the whole semester or on a class by class basis. 
· In classes where active participation of students or guests may be on the recording, permission of those students or guests should be obtained as well. 
· “Course material developed by the instructor is the intellectual property of the instructor and cannot be shared publicly without his/her approval. You may not publicly share or upload instructor generated material for this course such as exam questions, lecture notes, or homework solutions without instructor consent.”

Academic integrity

Your commitment as a student to learning is evidenced by your enrollment at San Jose State University.  The University Academic Integrity Policy S07-2 at http://www.sjsu.edu/senate/docs/S07-2.pdf requires you to be honest in all your academic course work. Faculty members are required to report all infractions to the office of Student Conduct and Ethical Development. The Student Conduct and Ethical Development website is available at http://www.sjsu.edu/studentconduct/. 

Instances of academic dishonesty will not be tolerated. Cheating on exams or plagiarism (presenting the work of another as your own, or the use of another person’s ideas without giving proper credit) will result in a failing grade and sanctions by the University. For this class, all assignments are to be completed by the individual student unless otherwise specified. If you would like to include your assignment or any material you have submitted, or plan to submit for another class, please note that SJSU’s Academic Integrity Policy S07-2 requires approval of instructors.

Campus Policy in Compliance with the American Disabilities Act

If you need course adaptations or accommodations because of a disability, or if you need to make special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible, or see me during office hours. Presidential Directive 97-03 at http://www.sjsu.edu/president/docs/directives/PD_1997-03.pdf requires that students with disabilities requesting accommodations must register with the Accessible Education Center (AEC) at http://www.sjsu.edu/aec to establish a record of their disability.

In 2013, the Disability Resource Center changed its name to be known as the Accessible Education Center, to incorporate a philosophy of accessible education for students with disabilities.  The new name change reflects the broad scope of attention and support to SJSU students with disabilities and the University's continued advocacy and commitment to increasing accessibility and inclusivity on campus.
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HTEM 152 Hotel Catering and Banquet Management (Sec. 1)

Fall 2018
The instructor reserves the right to revise this tentative schedule with fair advanced notice in order to enhance the achievement of learning objectives.  Any revision will be announced in class and through e-mail.  It is the student’s responsibility to be aware of all classroom discussions, assignments, and changes in course requirements.

Course Schedule

	Week
	Date
	Topics, Readings, Assignments, Deadlines
	Assignments and Quizzes

	1


	
	Course Introduction, Overview of sales and catering operations

Chapter 1 Introduction
	

	2


	
	Chapter 2: Sales and marketing
Intro to “Why Customers Buy”1 and 2

	Case Study # 1 Ultra Hotel
Theme menu assignment

	3


	
	Chapter 3 Organizing for Convention Sales

	Case Study # 2
Personality Assessments
Quiz: Chapters 1 and 2

	4


	
	Chapter 4: Selling the Association Market
	Quiz Chap 3, turn in Ultra case study, Start Delphi course in class

	5


	
	Chapter 5: Selling the Corporate Market
Term Project Assigned


	Quiz: Chapters 3 and 4.
“Why Customers Buy” lecture part 1


	6


	
	Chapter 6: Selling other markets 
Design table top setting based on theme menu.

	Delphi advanced booking, “Why Customers buy part 2
Grade quiz

Group work, Finish Delphi Course, submit certificate for grade

	
	
	Spring Break
	

	7


	
	Mid-Term Examination, Chapters 1 to 6.

	Delphi in class
Start Negotiation Tactics
Case Study page 643

	8


	
	Chapter 7: Selling to the Meetings market

	Delphi convention services
Negotiation Tactics 


	9


	
	Chapter 9 Negotiation and Contracts
Role play on negotiation strategy
	Case Study page 647 Woodsfield suites, group, Quiz Chap  7 and9

	10


	
	Negotiation Scenarios in class 
	

	11


	
	Chapter 10 : The Service  Function, Convention Services 

	Group work on term project, approve menus and BEO; s 

	12


	
	Chapter 11: Guest room sales

	Work in group, go over room block and letter of agreements

	13


	
	Chapter 12: Preparing for the Event

	Quiz: Chapter 10and 11, take home, case study

	14


	
	Chapter 13, Function rooms and set up
	Grade Quiz, Group work term project

	15


	
	Chapter 14 Food and Beverage service
	Quiz Chapter 12 and 13, work on labor schedule

	16


	
	Project presentation

Course Review for the final examination.
	Hand in Term project
Grade quiz chap. 12 and 13

	Final Exam
	
	Venue and Time TBA
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