San José State University
Department of Hospitality Management
HSPM 152 Catering Sales and Banquet Operations (Sec. 1)
Fall 2014
	Instructor:
	Terry D. Thompson

	Office Location:
	TBA

	Telephone:
	(408)TBA

	Email:
	  terry.thompson@sjsu.edu

	Office Hours:
	Tuesday and Thursday11:00-12:00 pm

	Class Days/Time:
	Tuesday and Thursday 900-10:15 am

	Classroom:
	Macquarrie 324

	Prerequisites:
	HRTM 012, HRTM 104, HRTM 105  


Course Description.
This course will give an overview of hotel group sales, Convention services, Catering sales and Banquet operations. The student will also learn the various tools necessary to be successful in a catering environment whether hotel, restaurant, or corporate event planning.  It will provide hands on learning of various software programs used in hotels and restaurants.
Course Goals and Student Learning Objectives

Upon successful completion of this course the student should be able to

1. Successfully book an event in Delphi
2. Understand the complete sales process from booking to execution
3. Understand the importance of revenue management
4. Use “why customers buy” strategy
5. Negotiate a contract for a catering event
6. Apply problem-solving and critical thinking skills 
7. Improve communication skills including oral discussion and presentation, listening and writing capabilities.

These objectives require the ability to communicate effectively, problem solving, critical thinking, and computer skills.
Required Texts/Readings 
[image: image1.jpg]CONVENTION MANAGEMENT





Convention Management and Service

Eighth Edition
American Hotel & Lodging Educational Institute, Waterbury Press
00478CIN08ENGE
ISBN-978-0-86612-356-3
- See more at: https://www.ahlei.org/Products/Books/Convention-Management-and-Service/#sthash.y4JBQhWQ.dpuf
Effective Negotiating Paperback (not required but suggested)

Amazon.com

by Dr. Chester L KARRASS (Author)

Additional Course Requirements
Delphi Online Learning course

$25.00 per module student paid
Go to http://delphiintheclassroom.com and familiarize yourself with the program requirements 
	Name: Delphi 9.5.3 New Employee eLearning Course

	Summary:

This course is designed to provide all the basic skills for anyone looking to work in hotel sales, catering, or convention services. The course seat time is 8 - 10 hours, but with the bookmarking functionality, you can work at your own pace and pick-up where you left off.  In this course you will learn the following items:

1. Introduction to Delphi

2. Daily Schedule

3. Accounts

4. Contacts

5. Beginning Bookings

6. Advanced Bookings

7. Guest Rooms Control Log

8. Function Diary

9. Activities

10. E-mail

11. Merge

12. RFP Inbox

13. Delphi Multi-Property Edition

Technical Requirements:

· Internet Explorer® 6.01 with JavaScript™ enabled

· Flash® Player 8.0 or higher

· Adobe® Reader® 7.0

· Screen resolution set to 1024 x 768

· Disable any pop-up blockers


Library Liaison (Optional)

Paul Kauppila, Associate Librarian, Reference/Instruction Librarian, Liaison for Hospitality, Recreation & Tourism Management, Dr. Martin Luther King Jr. Library, San Jose State University, Office location:#4034, Phone: 408-808-2042, E-mail: paul.kauppila@sjsu.edu. Helpful electronic resource: URL: http://libguides.sjsu.edu/hospitality. 
Classroom Protocol

Policies outlined in the University Catalog and student handbook shall be enforced as defined. Further, instructor policies identified in this syllabus shall be the governing structure for this course and shall be enforced as defined. Plagiarism and cheating on examinations will be penalized to the fullest extent of University regulations.  Students are encouraged to take the plagiarism tutorial offered by the King Library, http://tutorials.sjlibrary.org/plagiarism/index.htm .  Please read the SJSU Academic Integrity Policy S04-12 at http://www2.sjsu.edu/senate/S04-12.pdf.

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/drops, academic renewal, etc. Information on add/drops are available at http://info.sjsu.edu/web-dbgen/narr/soc-fall/rec-298.html. Information about late drop is available at http://www.sjsu.edu/sac/advising/latedrops/policy/. Students should be aware of the current deadlines and penalties for adding and dropping classes. 
Assignments and Grading Policy

	Assignments.
	Points.
	Point earned.

	A. Participation and discussion.
	10
	

	B. Quizzes.
	100
	

	C. Case study and presentation.
	50
	

	D. Term project and presentation.
	50
	

	E. Mid-term Examination.
	50
	

	Total.
	260
	


Road to “A”--Rules for Success:

Rule 1: 
Pay attention to every detail.

Rule 2: 
Attend every class. 

Rule 3:
Do every problem in the book.

Rule 4: 
Don’t postpone studying, and then cram the night before a test.

Rule 5: 
Read and review lectures, readings and homework more than once.

Rule 6: 
Learn how to use course materials.

Final total percentage range and letter grade:

	Percentage.
	Grade.

	96 to 100.
	A plus.

	93 to 95.
	A.

	90 to 92.
	A minus.

	86 to 89.
	B plus.

	83 to 85.
	B.

	80 to 82.
	B minus.

	76 to 79.
	C plus.

	73 to 75.
	C.

	70 to 72.
	C minus.

	66 to 69.
	D plus.

	63 to 65.
	D.

	60 to 62.
	D minus.

	59 and below.
	F.


Explanation of Assignments

A. 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.  

B. Quizzes

Quizzes will be given in class and online through Delphi.  Students are required to arrange time to take the quizzes during designated time.  
C. Case study.
Each team will be responsible for a case presentation.
D. Term project.
See term project handout for detail.
E. 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.

COURSE POLICIES.

Policies outlined in the University Catalog shall be enforced as defined. Further, instructor policies identified in this syllabus shall be the governing structure for this course and shall be enforced as defined. Plagiarism and cheating on examinations will be penalized to the fullest extent of University regulations. Students are encouraged to take the plagiarism tutorial offered by the King Library, found at the website http://tutorials.sjlibrary.org/plagiarism/index.htm. Please read the SJSU Academic Integrity Policy S04-12 at the website http://www2.sjsu.edu/senate/S04-12.pdf .

E-mail Announcements:

The instructor will use e-mail to make course-related announcements. It is the student’s responsibility to provide the instructor with correct e-mail address and to read e-mail regularly. Please send an e-mail to terry.thompson@sjsu.edu. Due to the current computer virus threats, when sending an e-mail to the instructor, please type your name and course number in the SUBJECT field.  The instructor will not read any unidentifiable e-mail.

Behavior during class period should reflect professional courtesy.  Please refrain from any unnecessary talking, deactivate any pagers and/or cell phones, conducting business not related to the course, and snoozing.

Assignments turned in after the due date without prior approval will not be acceptable.  Assignments must be typed and follow a consistent style (a word processor software program is recommended).  Professional "quality" for each of the assignments is the standard.  A deduction in grading will occur for sloppiness, grammatical, spelling, or typographical errors, or lack of proper APA format. 

Make-up exam will not be given.  Students with scheduling difficulties must make arrangements with the instructor prior to the exam. Late assignment and make up test will not receive full credit
Positive Suggestions:

Please make a sincere attempt to arrive on time for each class. If there is a class prior to this one that requires that you be late, please see the instructor one week in advance about this problem. It is difficult to educate fellow classmates with constant interruptions at the door. Participate in class discussions. Hand in your best work. Ask questions. Make an appointment if you are having any problems. Be proud of your accomplishments. Do the readings weekly. Take charge of your education and strengthen your knowledge. It can only payoff. 

University Policies

Academic integrity

Students should know that the University’s Academic Integrity Policy is available at http://www.sa.sjsu.edu/download/judicial_affairs/Academic_Integrity_Policy_S07-2.pdf. Your own commitment to learning, as evidenced by your enrollment at San Jose State University and the University’s integrity policy, require 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.sa.sjsu.edu/judicial_affairs/index.html. 

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 in your assignment any material you have submitted, or plan to submit for another class, please note that SJSU’s Academic Policy F06-1 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 DRC (Disability Resource Center) to establish a record of their disability.

HSPM 152 Sales, Catering and Banquet Operations
Course Schedule

The instructor reserves the right to revise this tentative schedule 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.

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

	1.
	
	Over view of Sales and Catering operations
	Chap.1 Review questions 1 & 2
	

	2.
	
	Introduction to Delphi
	“The Daily Schedule”
	

	2.
	
	Styles of Catering Operations
	Chap 2 review questions 3 & 4
	

	3.
	
	Catering Food Service Development  (cont)
	Chap. 3

 Review questions 1 & 2
	Delphi Online quiz Chp 1 & 2

	3.
	
	Delphi course work online
	Entering Read Chp. 4 Accounts
	

	4.
	
	Catering sales Marketing and Computer Software Support
	Case Study # 2
	

	
	
	Setting up contacts within accounts in  Delphi
	Case Study due
	Delphi online quiz.

	5.
	
	Sales and Catering negotiation skills
	Instructor lecture
	Quiz chp. 3 & 4

	
	
	Delphi beginning bookings
	Online course work
Chp 6 in book
	

	6.
	
	Catering Menu Program
	Review questions 1,2,3,
	

	
	
	Delphi advanced bookings course work
	Students to bring in 5 accounts
	Delphi online quiz

	7.
	
	Delphi advanced bookings continued
	
	

	
	
	Negotiation Role play
	Instructor notes
	

	8.
	
	Negotiation role play 
	Role play in groups on negotiation strategy
	

	
	
	Convention Services Department
	Read chp. 7 review questions 5 & 6
	

	9.
	
	Delphi online coursework
	Review for midterm on Delphi procedures
	

	
	
	Mid Term on chapters 1-6
	Chapter review
	Test, Catering sales and Delphi

	10.
	
	
	
	

	
	
	
	
	

	11.
	
	Food and Beverage Operational Controls
	Chap 7, Case study # 7
	

	
	
	Food and Beverage Operational Controls
	Menu costing and price structure homework
	Case presentation

	12.
	
	Delphi guest room control log
	Online course work
	Finish advanced bookings exercise

	
	
	Catering Menu Pricing and Controls
	Chp. 8 , bring in catering menus
	

	13.
	
	Delphi “The function Diary”
	Online course work
	Online quiz on guest room control log

	
	
	Delphi entering activities
	Online course work
	

	14.
	
	Catering Menu Design
	Chap 9, review questions 1 & 2
	Quiz Chp. 7 & 8

	
	
	Catering Beverage Management
	Chp. 10, Case study # 7
	

	15.
	
	Catering Banquet operations
	Chp. 11, lecture
Review questions 1 & 2
	

	
	
	Delphi E-mail and Merge
	Online course work
	

	16.
	
	Delphi RFP inbox 
	Build a contract in Delphi online
	Quiz Delphi, activities, e-mail, merge

	
	
	Delphi Multi-property edition 
	Overview of next course
	

	17.
	
	Term project presentation (3).
	
	

	
	
	Final examination, TBA
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