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MARCH 2026

Academic Term:
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Subject Code
HOSP - Hospitality Management

Course Number:
2580

Title:
Convention Management and Meeting Planning

Catalog Description:

Defines scope and segmentation of convention and group business market,
describes marketing and sales strategies to attract markets with specific
needs, and explains techniques to meet those needs as part of meeting and
convention planning and service. Field trips may be required. Industry
experience at a community event or function may be required.

Credit Hour(s):
2

Lecture Hour(s):
1

Lab Hour(s):

3

Other Hour(s):
0

Requisites

Prerequisite and Corequisite
HOSP-1010 Introduction to the Hospitality Industry, or departmental approval: related work experience.

Outcomes
Course Outcome(s):
Perform pre-planning activities as they relate to convention and meeting planning.

Objective(s):
1. Identify the different types of meetings and who holds them, the types of meeting facilities and the requirements for a property to
host a meeting.

2. Distinguish between the association and corporate markets and identify the needs and buying practices of each and gather
decision-making procedures for each association or corporation relative to each event.

3. Determine which groups are best suited to a particular property.
. Identify the importance of exhibits that are part of a convention.
5. Explain how the venue surrounding lodging properties relate to convention, expo and trade show attendance.
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Course Outcome(s):
Perform planning activities as they relate to convention and meeting planning.

Objective(s):

1.

2.
3.

oo

Describe Social, Military, Educational, Religious, and Fraternal groups and explain how to approach selling meeting services and
products to them.

Describe the elements of a letter of agreement or a contract and distinguish between those elements.

lllustrate the lines of communication between the convention buyer and the various hotel operating departments and summarize
considerations hotel staff must make when assigning rooms to meeting attendees.

. Describe typical function room furniture, meeting setups, and time and usage considerations
. Outline and implement guidelines for providing successful service to a meeting or convention group before, during, and after a

meeting.

. Coordinate the activities of the principals involved in exhibits, trade shows, attendee activities, and guest activities at a meeting or

convention.

. Select and coordinate sales tools appropriate to the market of the property.
. Determine appropriate service, logistics, and menus for functions and special events including food, beverages and alcohol
. Demonstrate an understanding of the use of audiovisual aids and other technology in the meeting environment.

Course Outcome(s):
Perform event activities as they relate to convention and meeting planning.

Objective(s):

1.
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Demonstrate proficiency in key event planning skills, such as time management, communication, problem-solving, negotiation,
and adaptability, that are essential for successful events. (PLO 4 - Problem solving skills required for hospitality and tourism
management)

. Design and apply registration, meeting logistics, and technology for a meeting or trade show.

. Coordinate the activities of the principals involved in exhibits, trade shows, attendee activities, and guest activities at a meeting or
convention.

. Prepare an overview of a technology plan for an event to include technology that will be used pre-event, during event, and post-
event.

. Develop client requirements including all aspects of budget and cash-flow management.

. Coordinate site selection, negotiate contracts and anticipate risk management.

. Organize marketing and media promotion, trade show sponsorship and speakers.

. Plan, organize, complete a budget/cost analysis and build a floor plan for an exposition or festival.

Course Outcome(s):
Perform post-event activities as they relate to convention and meeting planning.

Objective(s):

1.

2.

w

Evaluate the effectiveness of guidelines implemented to ensure the success of the meeting or convention group.
(PLO 4 - Problem solving skills required for hospitality and tourism management)

Identify positives and negatives and provide new guidelines to be executed at future events. (PLO 4 - Problem solving skills required
for hospitality and tourism management)
. Participate in a scheduled trade show or convention to observe how such events are executed on a large scale.

. Arrange a personal interview with a conference-meeting planner and a hotel convention manager and report on the main elements
contained within each of their job descriptions.
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ethods of Evaluation:

. Progress exams

. Final exam: AH&MA certification
. Field trips and reports

. Trade show participation

. Portfolio assignments



Course Content Outline:

1.

Definition and scope of the meetings market

a. Lodging facilities

b. Meeting planners

c. Perceptions and growth of lodging industry
d. Size of meetings market

e. Growth of meeting and conventions industry

. Associations meetings

a. Associations defined

b. Purposes of associations

c. Types of associations

d. Types of association meetings

e. Types of association memberships

. Corporate meetings

a. Corporate meeting market

b. Differences between corporate and association meetings
c. The independent meeting planner

d. Types of corporate meetings

. Miscellaneous markets

. Sports market
. Trade union market
. Group tour market
. Ethnic organization market
. Mature traveler market
. Arts market
. Social/public service organizations

anning/managing the meeting
. Overview of site inspection and selection

. Negotiating concepts

. Pre-conference meetings

. Food and beverage service
. Legal considerations

. Speaker arrangements

. Marketing the convention

. Meeting control devices

Marketing
a. Marketing defined

b. Developing the marketing plan

Organizing to sell and service
. Marketing as a management function

a
b. Marketing responsibilities
c. Staffing
d
e
f
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. Organizational charts

. Files and records

. Technology
g. Departmental checklist
Communication: sales tools
Servicing the group
a. Before the meeting
b. During the meeting
c. After the meeting

Religious Accommodation

HOSP-2580: Convention Management and Meeting Planning

Before reviewing the course schedule, students should carefully review the following religious accommodation policy and other
required instructional policies:

Religious Accommodation:
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Students seeking an accommodation for absences permitted under Ohio's Testing Your Faith Act must provide the instructor

with written notice of the specific dates for which the student requires an accommodation and must do so not later than fourteen
(14) days after the first day of instruction. Please submit requests for accommodations at this link: https://portal2.tri-c.edu/
ReligiousAccommodation/ Religious Accommodation Form. Students with questions about their religious accommodations under
Ohio's Testing Your Faith Act may contact the College's Office of General Counsel and Legal Services by phone at 216.987.4856 or via
email at legal@tri-c.edu.

Other Required Instructional Policies:
https://www.tri-c.edu/student-resources/curriculum/documents/syllabus-part-b.pdf

Weekly Schedule
Topics

Week 1 Introduction to the Meeting Industry
Week 2 Trends in the Meeting Industry
Week 3 Crowd Management

Week 4 Managing the Guest Experience
Week 5 Risk Management at Meetings
Week 6 ADA Compliance at Events

Week 7 Food and Beverage Responsibility
Week 8 Technology Al/ROI at Meetings
Week 9 Alcohol and Events Responsibility
Week 10  Emergency Preparedness

Week 11 Budget Planning for Events

Week 12 Event Communications

Week 13 Trade Shows

Week 14  Legal and Ethical Compliance
Week 15  Review for Final Exam

Week 16  Final Exam

The Course Schedule is subject to change due to pedagogical needs, instructor discretion, parts of term, and unexpected events.

Required/Recommended Readings
Readings may be selected from the following supplemental materials:
+ Online program through Event U.
+ I.M.1. - Introduction to the Meeting Industry developed by the Event U.

Resources for the Instructor

Professional Convention Management. Professional meeting Management: Comprehensive Strategies for Meetings, Conventions and
Events. 5th ed. Kendall Hunt Publishing, 2008.

McCann, David. The Convention Industry Council Manual: A Working Guide for Effective meetings and Conventions. 8th ed. Convention
Industry Council, 2007.

Rutherford Silvers, Julia. Risk Management for Meetins and Events (Events Management). Buttwrworth-Heinemann, 2008.

Rogers, Toni. Conferences and Conventions, Second Edition: A Global Industry. Butterworth-Heinemann, 2008.

Fenich, George G., Ph.D. Meetings, Expositions, Events Conventions. 2nd ed. Prentice Hall, 2008.
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Astroff, Milton T. and James R. Abbey. Convention Management and Services. 9th ed. American Hotel and Lodging Association
Educational Institute, 2016.

Golden-Romero, Pat. Hotel Convention Sales, Services, and Operations. Butterworth-Heinemann, 2017.

McManus, Leanne, Stephanie Verni, and Mary Elizabeth Rouse. Event Planning and Management: Communicating Theory and
Practice. 3rd ed. 2024.

Rutherford Silvers, Julia. Event Planning and Management: Principles, Planning and Practice. 3rd ed. Kogan Page, 2022.

Darren, Johnson W. Going Live. Ingram Book Co., 2017.

Additional Resources for the Instructor

BizBash https://www.bizbash.com/. 2026.

Event Industry News https://www.eventindustrynews.com/. 2025.

IACC Venue Finder https://www.iacconline.org/. 2026.

The Meeting Pool https://blog.meetingpool.net/. 2021.

The Professional Convention Management Association (PCMA) https://www.pcma.org/. 2026.
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