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I. Catalog Description 
 

Develops a special event from the conceptual stage through completion.  Emphasizes industry terminology, 

factors to consider when planning a special event, and contingency plans. (3:0). 

 

II. Course Objectives 
 

A. Unit I.  Theory of Event Leadership 

1. Identify the demographic changes affecting the global events industry. 

2. Utilize the psychographic changes affecting event length, purpose, and outcomes to improve 

performance. 

3. Identify new emerging career opportunities. 

4. Identify industry certification programs. 

5. Identify the strengths, weaknesses, opportunities, and threats of your event. 

6. Create an accurate blueprint for an event. 

7. Conduct a comprehensive needs assessment. 

8. Communicate effectively with event stakeholders. 

 

B.  Unit II.  Event Administration 

1. Conduct comprehensive research for an event. 

2. Identify key sources of information for planning. 

3. Design a program creatively. 

4. Develop an appropriate theme. 

5. Establish and manage an effective strategic plan. 

6. Develop and manage the timeline for an event. 

7. List how to recruit excellent staff and volunteers. 

8. Explain the steps for training staff and volunteers. 

9. Discuss how to develop policies, procedures, and practices. 

10. Describe how to motivate staff and volunteers. 

11. Explain time management. 

12. Create and evaluate an organization chart. 

13. Define basic financial and accounting terminology. 

14. Describe how to maintain financial records. 

15. Create a plan and allocate your event budget. 
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16. Identify leadership characteristics. 

17. Discuss how to solve problems. 

18. Explain how to overcome communication challenges.  

 

C. Unit III.  Event Coordination 

1. Develop and implement the design for an event. 

2. Assist in planning a wedding and reunion.   

3. Explain how to coordinate technical resources.  

4. Conduct and analyze a site inspection.  

5. Discuss how to anticipate and resolve operational conflicts. 

6. Develop and implement event contingency plans. 

7. Discuss how to monitor each element of an event during event operations. 

8. Clarify coordinating speakers. 

9. Identify and utilize appropriate amenities. 

10. Identify, create, and post informative signs. 

11. Develop, arrange, and organize tours.  

12. Discuss compliance with Americans with Disabilities Act.  

 

D. Unit IV.  Event Marketing 

1. Develop an integrated marketing program and conduct marketing research. 1 

2. Describe varies promotion programs.  

3. Evaluate event marketing programs.  

4. Discuss the role and scope of the emerging Internet marketplace. 

5. Differentiate the major advantages in online marketing. 

6. Research security and confidentiality of a web site. 

7. Measure and evaluate the data collected through your online marketing activities.  

 

E. Unit V.  Legal, Ethical, and Risk Management 

1. Recognize and comply with standard and customary event regulations and procedures. 

2. Read, understand, and evaluate legal event documents.  

3. Access, plan, manage, and control potential event liabilities. 

4. Obtain necessary permits and licenses to operate events. 

5. Develop and manage risk-management procedures. 

6. Explain the difference between morals, laws, and ethics. 

7. Identify common ethical problems in the industry. 

8. Establish policies and procedures for ethical issues. 

9. Identify and use industry ethical guidelines. 

 

F. Unit VI. Technology and Professional Development 

1. Discuss the role and scope of emerging technology with the industry.  

2. Find resources for efficient technological solutions. 

3. Differentiate data processing systems. 

4. Apply technological solutions to solve programs. 

5. List ways in which one can advance their career. 

6. Discuss earning credentials you need for employment, promotion, and long term success. 
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III. THECB Learning Outcomes (WECM) 
1. Identify key terms used in planning special events.  

2. Determine event objectives and budget requirements.  

3. Compare the differences in planning a special event and a convention/meeting.  

4, Identify suppliers including off-site venue, food and beverage providers, sanitation, entertainment, 

and security.  

5. Determine permits, insurance, and liabilities associated with planning a special event. 

 

IV.  Evaluation 
 

A. Unit Assignments 

1. Unit assignments are designed to give the student the practice needed to become competent in 

selling a product, and advising travelers. 

2. Activity grades will be based on the assignments being complete, correct, and neat. 

3. Assignments are due at the beginning of each class, unless otherwise instructed. 

4. The student has the responsibility to complete assignments as outlined in the syllabus. 

5. Web activities will be completed in the classroom, when time permits, or during open lab. 

 

B. Unit Written Exams 

1. There will be written exam. 

2. A major project will be assigned. 

3. Completion of assignments and satisfactory attendance will be part of the evaluation of 

competence of a student. 

 

C. Final Evaluation 

1. The course grade will be based on point scale for each item used in the evaluation. 

2. The final grade will be determined by the percent of the total points accumulated during this 

course. 

 

D. Grading Scale: 

900-1000 points (90-100%)= A  Incomplete = I 

800-0899 points (80-89%) = B  Withdrawal = W 

700-0799 points (70-79%) = C 

600-0699 points (60-69%) = D 

000-0599 points (0-59%) = F 

 

E. Remediation 

 

Students seeking additional help may obtain tutoring assistance from the instructor as time permits. 

 

V. Disability Statement (Americans with Disabilities Act [ADA]) 
EPCC offers a variety of services to persons with documented sensory, mental, physical, or temporary 

disabling conditions to promote success in classes. If you have a disability and believe you may need 

services, you are encouraged to contact the Center for Students with Disabilities to discuss your needs with 

a counselor. All discussions and documentation are kept confidential. Offices located: VV Rm C-112  

(831-2426); TM Rm 1400 (831-5808); RG Rm B-201 (831-4198); NWC Rm M-54 (831-8815); and MDP 

Rm A-125 (831-7024). 

 

VI. 6 Drop Rule  
Students who began attending Texas public institutions of higher education for the first time during the Fall 

2007 semester or later are subject to a 6-Drop limit for all undergraduate classes. Developmental, ESL, 

Dual Credit and Early College High School classes are exempt from this rule.  All students should consult 

with their instructor before dropping a class. Academic assistance is available. Students are encouraged to 

see Counseling Services if dropping because exemptions may apply. Refer to the EPCC catalog and 

website for additional information.  


