

HOSP 287 Introduction to Event Management
Spring 2026
Instructor:	Craig Webster
Office:  	AT 239
Phone:  	(765) 285-5940, office
E-mail: 	cwebster3@bsu.edu 
Text: Fenich-Malek (2021). Introduction to the Meeting, Events, Expositions and Conventions Industry (7th Edition). Kendall Hunt Publishing. https://he.kendallhunt.com/product/meetings-expositions-events-conventions-introduction-industry
[bookmark: _Hlk206166327]For More information about the book and costs, see: https://www.bsu.edu/about/administrativeoffices/business-and-auxiliary-services/first-day#accordion_howdoesitwork

[bookmark: _Hlk186909405]Office Hours:  noon – 2pm and 3:30-4:30pm Tuesday and Thursday, or by appointment 
[bookmark: _Hlk186814470]Meeting times: Tuesday and Thursday, 9:30 – 10:45 AM in AT 207

Course Description: 
An introduction to the management of special events such as conventions, professional and social meetings.  Emphasis on fiscal responsibilities, logistics and space allocation.

Course Objectives: 
Following successful completion of the course, the student will be able to:
1. Understand the language and jargon used in the management of events.
2. Illustrate familiarity with the key players in the organization of events.
3. Identify the roles of the different players in the industry, such as DMOs, convention centers, service contractors, and destination management companies.
4. Illustrate the ability to propose a creative and workable event.
5. Demonstrate familiarity with technology used in the event industry.
6. Recognize the various industry professionals and the interaction of each for successful event management.
7. Recognize the role of technology, law, and ecological responsibilities of organizers for events.
8. Demonstrate critical thinking abilities as they pertain to the development of workable and successful events.

Course Objectives and Workplace Competencies
The course objectives for this class have been aligned below with the National Association of Colleges and Employers (NACE) competencies. NACE has determined with types of competencies are involved in preparing students for their future careers and life.  Below is a listing of how these competencies and the assignments are aligned with getting you, the student, ready for the workplace in the not-so-distant future. Further information for this may be found at: https://www.naceweb.org/career-readiness/competencies/career-readiness-defined/

	Course Objectives & Learning Outcomes
	Workplace Competencies

	1. Understand the language and jargon used in the management of events.
	Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to others; and can write/edit memos, letters, and complex technical reports clearly and effectively.

	2. Illustrate familiarity with the key players in the organization of events.
	Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to others; and can write/edit memos, letters, and complex technical reports clearly and effectively.

	3. Identify the roles of the different players in the industry, such as DMOs, convention centers, service contractors, and destination management companies.
	Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to others; and can write/edit memos, letters, and complex technical reports clearly and effectively.

	4. Illustrate the ability to propose a creative and workable event.
	Critical Thinking/Problem Solving: Exercise sound reasoning to analyze issues, make decisions, and overcome problems. The individual is able to obtain, interpret, and use knowledge, facts, and data in this process, and may demonstrate originality and inventiveness.

	5. Demonstrate familiarity with technology used in the event industry.

	Digital Technology: Leverage existing digital technologies ethically and efficiently to solve problems, complete tasks, and accomplish goals. The individual demonstrates effective adaptability to new and emerging technologies.

	6. Recognize the various industry professionals and the interaction of each for successful event management.

	Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to others; and can write/edit memos, letters, and complex technical reports clearly and effectively.

	7. Recognize the role of technology, law, and ecological responsibilities of organizers for events.
	Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to others; and can write/edit memos, letters, and complex technical reports clearly and effectively.

	8. Demonstrate critical thinking abilities as they pertain to the development of workable and successful events.
	Critical Thinking/Problem Solving: Exercise sound reasoning to analyze issues, make decisions, and overcome problems. The individual is able to obtain, interpret, and use knowledge, facts, and data in this process, and may demonstrate originality and inventiveness.




Assessment of Learning Outcomes
	Course Objectives & Learning Outcomes
	Assessment

	1. Understand the language and jargon used in the management of events.
	Quizzes, Reflections, Discussions, Short Assignments, Exams

	2. Illustrate familiarity with the key players in the organization of events.
	Quizzes, Reflections, Discussions, Short Assignments, Exams

	3. Identify the roles of the different players in the industry, such as DMOs, convention centers, service contractors, and destination management companies.
	Quizzes, Reflections, Discussions, Short Assignments, Exams

	4. Illustrate the ability to propose a creative and workable event.
	Event Book Assignment

	5. Demonstrate familiarity with technology used in the event industry.

	CVENT Certification

	6. Recognize the various industry professionals and the interaction of each for successful event management.

	Quizzes, Show and Tell

	7. Recognize the role of technology, law, and ecological responsibilities of organizers for events.
	Quizzes, Show and Tell

	8. Demonstrate critical thinking abilities as they pertain to the development of workable and successful events.
	Event Book Assignment, Show and Tell, Woodstock Assignment, Reflections, Beeman Event



Course Style
The textbook is the basis for the formal information you will need as a background for the class.  However, students should not expect that the discussion of the day in class will be limited to key concepts in the textbook that you should have read for that day.  Guest speakers, field trips, videos, and other activities will interfere with a strict lecturing format that adheres to the chapter-by-chapter lecturing that you may be expecting.  

[bookmark: _Hlk90881664]Student Evaluation:			
	Assignment(s)
	Points

	Attendance
	100

	Weekly Quizzes
	140

	Weekly Reflections/Online Discussions/Short Assignments
	140

	Exams
	100

	Final Quiz
	25

	Woodstock Assignment
	50

	Event Book
	50

	CVENT
	50

	Show & Tell     
	50

	Total Points
	705



A  = 93%		C  = 73
A- = 90		C- = 70
B+ = 87		D+= 67
B   = 83		D  = 63
B-  = 80		D- = 60
C+ = 77		F = less than 60
	
Course Evaluation:
As a student, you will have the usual opportunity to evaluate this course at the end of the semester, but I feel this is too late to benefit you. Please give me feedback on the effectiveness of my teaching strategies during the current semester. I need your help to make this class an effective learning environment. Talk to me informally or write to me anonymously. Your comments will be welcomed and greatly appreciated.

[bookmark: _Hlk205457850]University Statement
We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse. If you need course adaptations or accommodations because of a disability, please contact the instructor of record as soon as possible. Ball State's Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu. 
Freedom of Expression
In this course, we are committed to fostering a learning environment that values intellectual diversity, encourages free expression, and promotes open inquiry. As members of the Ball State Community, we treat each person in the Ball State community with civility, courtesy, compassion, and dignity and respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge. 

Title IX
Ball State University is committed to providing a safe and inclusive learning environment for all students. If you or someone you know has experienced sexual harassment—including sexual assault, dating violence, domestic violence, or stalking, please know that you are not alone. The University offers support services and resources. For more information or to report an incident, please visit bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or at titleix@bsu.edu.
As your instructor, I am a mandatory reporter under the Title IX policy and required to report any information I receive about possible sexual harassment. This includes information shared in class discussions, assignments, or private conversations. 
What happens after I report? The Title IX Coordinator will email the person who experienced sexual harassment (complainant) and invite them to schedule a meeting. If the complainant chooses to meet with the Title IX Coordinator, 
· Title IX Coordinator will offer supportive measures (e.g., counseling, extensions on deadlines, course-related adjustments, changes to work or class schedules, and/or referrals to campus offices), review the policy, and discuss options to move forward. 
· If a complaint is filed by the complainant or the University, an investigation will begin following University policy. 
University Grade Appeal Policy 
If you believe you received a final course grade that does not reflect your performance due to fairness or a procedural issue, you have the right to file an appeal within 5 school days after final grades are posted by the Office of the Registrar. Review the University Grade Appeal Policy and Process.
Student Academic Ethics Policy 
Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty and other forms of academic misconduct threaten the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Visit the VPAA’s academic integrity website (Students tab) for resources on understanding academic integrity, citing sources properly, and avoiding inadvertent academic dishonesty. To learn about BSU’s academic integrity expectations and students’ rights, please read the University Student Academic Ethics Policy.  
Academic integrity violations include giving or receiving an unfair academic advantage (cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying academic records. Unless otherwise indicated, you must work independently by yourself. Check with me if you are unsure whether something constitutes academic dishonesty. Examples of academic integrity violations include but are not limited to:   
· Using resources not authorized by the faculty member (including devices, AI tools, hidden notes, and open books)  
· Using commercial study websites to find answers to graded assignments (Chegg, Course Hero, StudyPool, OneClass, etc.).  
· Without the instructor’s written permission, giving away, buying, or selling graded assignments class notes, exams, study guides, or other course materials to other students or to third-party vendors (Course Hero, Chegg, 24HourAnswers, etc.). 
· Working with another person on any assignment other than authorized group projects.  
· Sharing or allowing others to access your files, whether done with permission or not.  
· Reusing your own work from another semester, course, or section.  
· Sharing answers with others during exams (passing notes, texting, whispering, gesturing)  
· Discussing exam questions and answers with students who have not taken the exam.  
· Soliciting others to complete work for you. 
Some Use of Generative AI Permitted Under Some Circumstances or With Explicit Permission  
During this class, we may use ChatGPT or other generative AI applications. You will be informed as to when, where, and how these tools are permitted to be used, along with guidance for attribution. [Indicate your expectations regarding use of applications with AI built-in features]. Any use outside of this permission constitutes a violation of Ball State University’s Student Academic Ethics Policy. 
The Learning Center 
The Learning Center offers free Tutoring and Academic Coaching for many courses at Ball State. Students can make appointments for online (Zoom) or in-person (NQ 350) appointments. To make an appointment, visit myballstate.bsu.edu and click on “Navigate” in the Academic Tools section, or just go directly to bsu.navigate.eab.com.  
Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center.  
Supplemental Instruction is available in select courses. If you have an SI leader for your course, that person will provide students with information the first week of school regarding weekly study sessions. For more information about Learning Center programming, visit bsu.edu/learningcenter or call 765-285-1006. Follow us on Instagram: BallStateLC.  
The Writing Center 
All writers improve with practice and feedback, so as a student in this course, you are encouraged to use the Writing Center (in Robert Bell 295 during weekdays, Bracken Library First Floor West in the evenings, or online during any of our regularly scheduled hours) to get additional feedback on your writing.  
The Writing Center offers free planning, feedback, and accountability sessions (in person and online) to all students composing essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. To schedule a free appointment to discuss your writing, go to bsu.edu/writingcenter. Online and in-person appointments are available; however, plan ahead because appointments book quickly! 
The Basic Needs Hub 
If you are having difficulty affording enough food, do not have a safe and reliable place to sleep, and/or experiencing an emergency or crisis, help is available through the Basic Needs Hub. The Basic Needs Hub has information, resources, and provides individualized support to students. To talk with a supportive staff member about your experience, receive one on one assistance, or learn more about resources, you can submit a Basic Needs Assistance Form.  
The Counseling Center  
The Ball State University Counseling Center offers free and confidential services to all students. The Counseling Center is located in Lucina Hall, Room 320. To schedule an appointment, you can contact us at 765-285-1736. Ball State also offers a 24/7 Crisis Line, which can be reached at 765-285-HOPE (4673). The Crisis Line is a mental health resource for those who are struggling with any mental health concerns, including thoughts of self-harm and/or suicide.  
At the Ball State Counseling Center, we see students for a variety of reasons, some of which include homesickness, relationship concerns, anxiety, and depression. At your first appointment, you will work with a therapist to create a plan that will connect you with resources that best fit your needs. We assist students with getting connected to therapy at our Center as well as connecting students to self-help resources, other on-campus resources, and community-based resources. All Ball State students also have access to several on-demand, self-help resources through a variety of different platforms. All of these resources, including a direct link to our website, can be found here. 
The Speaking Center  
The Speaking Center is a free resource available to all members of the BSU community wanting to improve their public speaking abilities. We offer personalized coaching designed to help you become a more confident and effective speaker. Our trained coaches provide constructive feedback and support throughout the entire speech preparation process, whether you are in the early stages of brainstorming ideas and organizing your thoughts, or you need to practice your delivery and refine your message.  
The Center is in the David Letterman Communication and Media Building, room 302. To schedule an appointment, please access us through your Navigate app or use this direct link to sign up for a time. Appointments are available both in person and on Zoom. Appointments are available in person, on Zoom, and in virtual reality (VR) for those interested in practicing in an immersive speaking environment. 
Attendance Policy: 
You are required to attend regularly and actively participate in this course.  You are allowed to miss four classes with no attendance penalty.  Each additional missed class will result in the reduction of 10 points, out of possible 100 points assigned to attendance. I consider online and in-person attendance equally, in the event we have to go online for some class meetings. 
 
Weekly Assignments Schedule:
Canvas will indicate due dates.

Breakdown of assignments:
Assessment is based upon weekly assignments as well as a few additional assignments that are assigned.

Assignments/Reflections/Discussions/Short Assignments 
[bookmark: _Hlk58478628]There will be weekly assignments focused upon the topic materials from the text. Assignments will Open on Monday mornings at 8:00 am and close every Sunday evening by 11:59 pm. NO LATE WORK WILL BE ACCEPTED. The assignments are designed to ensure that you keep up with readings. They may include videos and additional reading material.  Word count will be different for each assignment.  Assignments will open on Mondays at 8:00 am and close on Sundays at 11:59 pm.

EVENT Reflection
This semester, you will attend an event and write a reflection on the event to note strengths and weaknesses of its mechanics. 

Quizzes 
There will be weekly (with a few exceptions) quizzes on each chapter.  The quizzes are designed to ensure that you keep up with readings.  They will highlight the key words, terms, and concepts that are brought up in the book and in class discussions.  All quizzes are made available online for your convenience.  You are responsible to keep up with the weekly quizzes.  Each week’s quiz will open on Mondays at 8:00 am and close on Sundays at 11:59 pm. IMPORTANT: Take Quizzes on a reliable computer.  
[bookmark: _Hlk58478680]
Event Book –50 points (individually assessed or with one other person)
This is an opportunity for you to use your creativity and analytical skills to design something and think of the practical elements involved in making the event a reality.  A separate handout explains this more fully. 

Create a Book outlining an Event. 
a.	Event Summary 
b.	Event Timeline in detail 
c.	List of Event Permits needed for event 
d.	Outline EAP 
e.	Detail list of Contact information 
f.	Layouts 
g.	Pricing for Event 
h.	Overall Presentation 

Woodstock Experience 50 points (individually assessed)
You will watch a video about the Woodstock festival of 1969.  You will produce a short paper about a specific question pertaining to the Woodstock festival.  The purpose of the assignment is to learn about the difficulties of event management and reflect upon how a manager could prepare and management an event, not just to learn about the Woodstock festival.  A separate handout explains this more fully.

Show and Tell 50 points (individually assessed or with one other person)
Students will be responsible for a show and tell for an event.  The expectation is that students will be asked to give a short presentation about an event or type of event and discuss some of the planning, organizational, legal, and other issues that would be important to make this event happen.  Obscure and interesting events are encouraged so that all students will be able to learn about different types of events and opportunities in the event industry.  A separate handout is made available to assist in understanding the expectations of this assignment. There will also be a required discussion linked with this. You will be required to have a PowerPoint or other visual uploaded as well as a presentation in person during class time.

CVENT Assignment 50 points (individually assessed)
CVENT Certification:  The intention of this assignment is for you to learn how to use CVENT software for managing an event.  The benefit to you is that you will have certification in an event management tool that may give you another important piece of data to place on your resume, as well as give you a bit more time in terms of thinking about the important issues linked with managing an event. You are required to upload your certificate to Canvas electronically.

Important Notes
· I reserve the right to make changes to the syllabus throughout the semester.  This enables me the flexibility to cater the class better to your needs and interests and to take advantage of fieldtrip opportunities and guest speaker opportunities that may arise. 
· I do not talk to parents about this class, I talk to you.  


Course Calendar[footnoteRef:1] [1:  The dates, especially for visits to facilities, are subject to change.  ] 

	Week /Start Day
	SEQUENCE
	Weekly Requirements/Notes

	1: 1/4

	Lessons from History: Woodstock and Events
	Introduction Discussion
Woodstock Discussion and Assignment

	2: 1/11

	CHAPTER 1 
Introductions
	QUIZ 1 ONLINE


	3:  1/18

	CHAPTER 2: 
Meetings and Sponsors
	QUIZ 2 ONLINE
 1/22 Visit to Maplewood Mansion

	4: 1/25

	CHAPTER 3:
DMOs
	QUIZ 3 ONLINE
1/29: Visit to Village Promenade

	5: 2/1

	CHAPTER 4:
Venues
	QUIZ 4 ONLINE?: 
EXAM 1 (CHAPTERS 1, 2, 3) in class

	6: 2/8

	CHAPTER 5:
Exhibitions and Trade Shows
	QUIZ 5 ONLINE
Show and Tell Due on Canvas

	7: 2/15

	CHAPTER 6:
Service Contractors 
	QUIZ 6 ONLINE


	8: 2/22
Career Fair Feb. 24

	CHAPTER 7:
DMCs
	QUIZ 7 ONLINE


	March 1-7
	Spring Break
	

	9: 3/8

	CHAPTER 8:
Special Events Management
	QUIZ 8 ONLINE
EXAM 2 (CHAPTERS 4, 5, 6) in class
CVENT Certification due on Canvas

	10: 3/15

	CHAPTER 9:
Food and Beverage
	QUIZ 9 ONLINE
3/17: VISIT BROWN PLANETARIUM


	11: 3/22

	CHAPTER 10:	
Legal Issues in the MEEC Industry
	QUIZ 10 ONLINE
EXAM 3 (CHAPTERS 7, 8, 9) in class

	12: 3/29

	CHAPTER 11:
Technology and the Meeting Professional
	QUIZ 11 ONLINE
04/02: VISIT TO DOMA ART MUSEUM


	13: 4/5
	CHAPTER 12:
Sustainable Meetings
	QUIZ 12 ONLINE
Event Book Due on Canvas

	14: 4/12

	CHAPTER 13:
Planning MEEC Gatherings
	QUIZ 13 ONLINE
4/16:VISIT to GREENHOUSE


	15: 4/19

	CHAPTER 15: 
International Aspects in MEE
	QUIZ 15 ONLINE
4/23: Visit to the Planetarium: Sunset Meditation

	16: 4/26
(Last meeting day for classes April 27)
	
	FINAL EXAM PERIOD UNTIL May 1
FINAL QUIZ ONLINE




