San José State University
Department of Hospitality Management
HSPM 130 Hospitality Event Production

Spring 2015

	Instructor:
	Brian Santor / Rosemary Papp

	Office Location:
	SSC 537

	Telephone:
	(408) 924-3205

	Email:
	Brian.santor@sjsu.edu

	Office Hours:
	Monday, 4:45 to 5:45 pm.


	Class Days/Time:
	
Monday Evening, 6:00 pm to 8:45 pm


	Classroom:
	Clark Library Hall (CL) 324

	Prerequisites:
	



Course Website and Messaging 
Copies of the course materials such as the syllabus, major assignment handouts, etc. may be found on the course website at www.sjsu.instructure.com assignments will be submitted through the designated assignment dropboxes on this site unless otherwise specified. You are responsible for regularly checking the course website for messages and course information. 
Course Description 
An analysis of details pertinent to the planning and execution of a hospitality event. Topics include strategic planning, event project management, event technology, financial management, human resources, event design, event marketing, and on-site management.
Course Goals and Student Learning Objectives
This course will provide an in depth knowledge of what a hospitality event manager does and how you can participate in the world of events as a planner, supplier/vendor or as a manager of events.  This course will provide an in-depth review of the elements associated with being an effective event manager.

Upon successful completion of this course, students will be able to:
SLO 1: describe the functions of an event planner/manger;
SLO 2: develop quality standards, policies and procedures of an event;
SLO 3: list and describe the elements that contribute to a successful event;
SLO 4: prepare a budget for an event;
SLO 5: identify criteria for selecting the venue for an event;
SLO 6: use a tool to design the site layout for an event;
SLO 7: use a project management tool to manage and control the progress of an event;
SLO 8: establish pricing structure to meet financial objective;
SLO 9: develop job descriptions for event staff and volunteers;
SLO 10: develop a marketing plan to promote an event
SLO 11: identify potential risk and develop a risk management plan
SLO 12: develop an evaluation plan for an event. 

Required Texts/Readings 
Textbook

Goldblatt, J. (2014). Special Events, Creating and Sustaining a New World for Celebration, 7th ed. New York, NY: Wiley. (ISBN: 978-1-118-62677-1)

Recommended Reading
Disney Institute & Kinni, T. (2011). Be Our Guest, Perfecting the Art of Customer Service. Revised and Updated Edition. New York, NY: Disney Edition. (ISBN: 978-1423145844) (Disney)

MPI’s Planning Guide: A Source for Meeting and Conventions, 2nd ed., Dallas, TX: MPI Foundation. (ISBN: 0-982009-0-7). This book is out of print. You may order it from MPI, www.mpiweb.org, or www.amazon.com for used copy.

Other Readings
The APEX Event Specifications Guide Template published by the Convention Industry Council.
Certified Meeting Planner International Standards published by the Convention Industry Council, www.conventionindustry.org. 
Library Liaison
Christina Mune, Reference and Instruction Librarian, Liaison for Hospitality, Recreation & Tourism Management, Dr. Martin Luther King Jr. Library, San Jose State University, Office location:#4034, Phone: 408-808-2046, E-mail: christina.mune@sjsu.edu. Helpful electronic resource: URL: http://libguides.sjsu.edu/hospitality.
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 tablets are permitted in the class for class-related purposes ONLY, and their use will be closely supervised by the instructor. 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.

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 a lot of exercises and homework.
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 calendar web page located at http://www.sjsu.edu/academic_programs/calendars/academic_calendar/.  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/.
Assignments and Grading Policy
Participation, 20%
Participation in this course is expected.   Evaluation of participation will be based on participation in class discussions and exercises, completion of reading assignments, review questions, and discussion questions. 

Quizzes and Assignments, 35%
There will be 12 scheduled online quizzes and 3 in-class pop assignments.  No makeup quiz will be given. 

Final Examination, 15%
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.

Event Plan (20%) and Presentation (10%)
Students in group of six will develop a comprehensive plan for an event with at least 300 attendees for assigned events. The event will take place in 2015/16. You will use the APEX event planning template to develop the event plan. Each group will prepare a written event plan and deliver a 30-minute presentation. The event plan should include:
	Title page
	Event objectives and quality standards
	Venue and site plan
Budget including revenues and costs analysis and pricing structure
Staff and volunteers plan
	Marketing plan and marketing materials

Each group should use a project management software to demonstrate the schedule to carry out the event.
	

	Assignments.
	Points.
	Point earned.

	A. Participation.
	20.
	

	B. Quizzes. 
	35.
	

	C. Final Examination.
	15.
	

	D. Event plan
	20.
	

	E. Event Presentation.
	10.
	

	Total.
	100.
	




Final total point range, percentage and letter grade:
	Point Range.
	Percentage.
	Grade.

	960 to 1,000.
	96 to 100.
	A plus.

	930 to 959.
	93 to 95.
	A.

	900 to 929.
	90 to 92.
	A minus.

	860 to 899.
	86 to 89.
	B plus.

	830 to 859.
	83 to 85.
	B.

	800 to 829.
	80 to 82.
	B minus.

	760 to 799.
	76 to 79.
	C plus.

	730 to 759.
	73 to 75.
	C.

	700 to 729.
	70 to 72.
	C minus.

	660 to 699.
	66 to 69.
	D plus.

	630 to 659.
	63 to 65.
	D.

	600 to 629.
	60 to 62.
	D minus.



University Policies
Academic integrity
Your commitment as a student to learning is evidenced by your enrollment at San Jose State University.  The University’s Academic Integrity policy, located at http://www.sjsu.edu/senate/S07-2.htm, 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 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 requires that students with disabilities requesting accommodations must register with the Disability Resource Center (DRC) at http://www.drc.sjsu.edu/ to establish a record of their disability.
Student Technology Resources (Optional)
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Computer labs for student use are available in the Academic Success Center located on the 1st floor of Clark Hall and on the 2nd floor of the Student Union. Additional computer labs may be available in your department/college. Computers are also available in the Martin Luther King Library.
A wide variety of audio-visual equipment is available for student checkout from Media Services located in IRC 112. These items include digital and VHS camcorders, VHS and Beta video players, 16 mm, slide, overhead, DVD, CD, and audiotape players, sound systems, wireless microphones, projection screens and monitors.
Learning Assistance Resource Center (Optional)
The Learning Assistance Resource Center (LARC) is located in Room 600 in the Student Services Center. It is designed to assist students in the development of their full academic potential and to inspire them to become independent learners. The Center's tutors are trained and nationally certified by the College Reading and Learning Association (CRLA). They provide content-based tutoring in many lower division courses (some upper division) as well as writing and study skills assistance. Small group, individual, and drop-in tutoring are available. Please visit the LARC website for more information at http://www.sjsu.edu/larc/.
SJSU Writing Center (Optional)
The SJSU Writing Center is located in Room 126 in Clark Hall.  It is staffed by professional instructors and upper-division or graduate-level writing specialists from each of the seven SJSU colleges. Our writing specialists have met a rigorous GPA requirement, and they are well trained to assist all students at all levels within all disciplines to become better writers. The Writing Center website is located at http://www.sjsu.edu/writingcenter/about/staff/.
Peer Mentor Center (Optional)
The Peer Mentor Center is located on the 1st floor of Clark Hall in the Academic Success Center. The Peer Mentor Center is staffed with Peer Mentors who excel in helping students manage university life, tackling problems that range from academic challenges to interpersonal struggles. On the road to graduation, Peer Mentors are navigators, offering “roadside assistance” to peers who feel a bit lost or simply need help mapping out the locations of campus resources. Peer Mentor services are free and available on a drop –in basis, no reservation required. The Peer Mentor Center website is located at http://www.sjsu.edu/muse/peermentor/
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Table 1: Spring 2015 - Course Schedule
	Week
	Date
	Topics, Readings, Assignments, Deadlines

	1

	January 26
	Course introduction and expectations
Events Business Overview
· Industry Statistics and Importance of the event planning industry
· Areas (categories) within the events industry
· The role of a meeting planner

	2

	February 2
	The Importance of Pre-planning research and the components – Be Our Guest handout – Settings
Goldblatt: Chapter 2, p. 43-76
Quiz: Chapter 2 due
Project Planning:
· Pick groups
· Assign Projects
· Discuss and create a stakeholder analysis

	3

	February 9
	Deep Dive in using research components for meeting objectives
Goldblatt: Chapter 3, p. 77-114
Quiz: Chapter 3 Quiz due
[bookmark: _GoBack]Project Planning:
· Stakeholder Analysis is due
· Discuss research components for your event plan
· Create an outline for research discovery

	4

	February 16
	Event program development 
· Site/venue selection
· Event technology (hand-outs)
· Staffing needs – Human Resource Planning
Goldblatt: Chapter 4, p.115 - 138
Quiz: Chapter 4 due; Technology Quiz due
Project Planning:
· Share research discovery
· Create a project timeline for event plan
· Create outline for Business and marketing plan

	5

	February 23
	Financial management
· Event funding and financial resources
· Manage budget
· Manage monetary transaction
Goldblatt: Chapter 5, p. 139 - 170
Quiz: Chapter 5 due

Project Planning:
· Review timeline and outline for business and marketing plan
· Create initial budget for event plan

	6

	March 2
	Project Management
· Plan event project, work breakdown structure,
· Manage event project, scheduling, Gantt Chart, PERT Chart
· Install www.projecmanager.com
· Start thinking about the right vendors to use
Goldblatt: Chapter 6, p. 190-214 
Quiz: 1st Chapter 6 due
Project Planning:
· Review budget outline and numbers
· Identify your vendors and create production schedule

	7

	March 9
	Createing an Integrated event marketing plan
· Manage marketing plan - components
· Manage marketing materials – content, delivery
· Manage event merchandise
Event promotion
· Social media and event promotion
· Event public relations
Goldblatt: Chapter 7, p. 217 - 258
Quiz: Chapter 7 due
Project Planning:
· Review vendor selection and production schedules
· Create a marketing plan for your team event

	8

	March 16
	Risk Management
· Legal
· Human resources
· Insurance liabilities
· Policies and procedures
· Safety planning
Goldblatt: Chapter 8, p. 259-294
Quiz: Chapter 8 due
Project Planning:
· Review project timeline
· Create safety plan and identify any risks associated with your event

	9
	March 23
	Spring Break

	10
	March 30
	Selecting Vendors and vendor management
· Creating a relevent RFP
· In-depth review of an RFP and elements
· Services need for implementation
Goldblatt: Chapter 6, p. 171-179
Hand-outs from week 9
Quiz: 2nd Chapter 6; Week 9 hand-out materials
Project Planning:
· Present marketing plan
· Create your vendor RFP’s with relevent specs

	11

	April 6
	Offsite Class – Venue TBD
Contracts 
· Business terms
· Legal terms and conditions
· Types of contracts – hotel, catering, venue
· Mock negociations 
Hand-outs from week 10
Goldblatt: Chapter 6, p. 179-189
Quiz: 3rd Chapter 6; Week 10 hand-out materials
Project Planning:
· Review Safety plans and identify risks
· Review intial vendor RFP’s

	12

	April 13
	Design Creative and layout 
· Signage - Types
· Creative Briefs
· Floorplans
Hand-outs from week 11 – Disney Handouts
Quiz: Week 11 hand-out materials 
Project Planning:
· Layout your event
· Create signage grid
· Any further RFP responses

	13

	April 20
	Food and Beverage
· Food and Beverage calculations 
· restaurant vs. Hotels vs. Convention centers
· Catering companies
Hand-outs from week 12
Quiz: Week 12 hand-out materials
Project Planning:
· Review layouts your event
· Create F&B plan if your team has that element

	14

	April 27
	Project Planning:
Project review night – Review elements, production documentation
· Signage grid due
· Food and beverage (F&B) Review

	15

	May 4
	Talk final exam – Cover materials for the final test
Project Planning:
Team Presentations
· Team 1
· Team 2
· Team 3
· Team 4

	16

	May 11
	Project Planning:
Team Presentations
· Team 5
· Team 6
· Team 7
· Team 8

	17

	May 18
	Last day of class.
· Final Exam
· All final, revised event plans due
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