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COURSE DESCRIPTION:
This course introduces students to the related responsibilities involved in managing conventions and group business. Convention sales, planning, post-convention evaluations, and marketing techniques used to promote ideas into the various market segments are discussed. The course is useful for both meeting planners and convention 
service managers.

STUDENT LEARNING OUTCOMES:

Upon completion of this course, the student should be able to:

1.
Discuss the parallel evolution of the hospitality industry and the meeting and 



convention industry.


2.
Give examples of types of meetings frequently held in hotels.


3.
Describe the origins of the field of convention management and meeting planning.


4.
Summarize the economic impact of the meetings and convention industry.


5.
Identify factors that influenced the growth of the meetings and convention 



industry.


6.
Identify types of associations that the hospitality industry may encounter.


7.
Identify typical requirements for professional and technical meetings.


8.
Identify elements of the association market on the local, state, and regional levels.


9.
Describe two varieties of corporation management meetings.


10.
Identify the purposes of regional and national sales meetings.


11.
Explain the role of independent meeting planners in the corporate meeting 



environment.


12.
Identify criteria properties must meet in order to pursue the trade unions market.


13.
Discuss concerns associated with serving the ethnic organizations market.


14.
Identify the role of the social and public service organizations market.


15.
Describe general criteria for evaluating meeting and function rooms during a site 



inspection.


16.
List items to be considered when arranging an exhibition.


17.
Explain the purpose of pre-conference meetings and who should attend them.


18.
Identify insurance and antitrust concerns for a meeting or convention.


19.
Define the marketing concept as it applies to the hospitality industry.


20.
List four objectives of a marketing plan.


21.
Identify the four elements of the marketing plan cycle.


22.
List the elements of a property needs analysis for a hospitality property.


23.
Describe typical positions on a sales/marketing organization chart.


24.
Compare three methods of organizing master files.


25.
Describe the use of internal records in the sales/marketing department.


26.
Summarize the benefits to be gained from computerizing the sales/marketing 



function.


27.
Describe requirements for effective direct mail advertising.


28.
Explain the purpose of media advertising as a sales tool.


29.
List nine guidelines for effective media advertising.


30.
Identify typical function room furnishings and set-ups.


31.
Identify concerns in post-conference billing and logistics.


32.
Identify methods of simplifying banquet service.


33.
Compare food preparation systems for banquets.


34.
Summarize the requirements and concerns of kosher laws.


35.
Explain the use of audio/visual equipment in the meeting environment.


36.
Identify the elements of appropriate meeting event staging and lighting.


37.
Describe three common types of exhibit layouts.


38.
List facility specifications important to an exhibit or trade show.


39.
Outline the tasks of the show manager for an exhibit or trade show.

Major Topics:
Introduction to the Convention Show industry

Developing a marketing plan

Organizing for Convention Sales

Selling to the markets

Controlling advertising

Managing negotiations and contracts 

Planning the service functions events

Determining Food and Beverage service

Determining Additional requirements

Planning the Exhibits and Trade show

Determining Convention Billing


