


HFT 2750 Event Management – Fall 2020 

Instructor: Talia Rogers; Events Manager, College of Journalism and Communications and Creative Director, Talia Felicia 
Events + Design  

Office: 3112 Weimer Hall, College of Journalism and Communications 

Email: trogers@ufl.edu; when emailing, please begin your subject line with course number HFT 2750  

Phone: 352.294.7139 

Office Hours: Virtually, by appointment.  You may check and book times here: https://calendly.com/taliarogers/office-
hours-reservation 

Course Meeting: 

We will meet synchronously Monday and Wednesday 4:05-4:55 p.m. via Zoom.  There will be opportunities for 
additional live optional virtual meetings on Fridays throughout the semester.  These sessions will be scheduled and 
announced via Canvas. 

About the Course: 

In the age of social media, people have fallen in love with the idea of becoming event planners, designers and publicists.  
The images often portrayed only depict a small portion of what event management really is.  This is an introductory 
course, and in it we will ‘start the conversation’ about event planning and management.  Event management has 
evolved into a discipline where practitioners are not only managing, but also creating the experience.  Event managers 
require high-level strategic thinking, managerial prowess, and business acumen to plan successful events holistically.   

While this course will broadly explore the many facets of event planning, you are encouraged to drill down and find the 
niche that interests you.   

Do not take our discussions, your required reflections, or the insights of me or your colleagues for granted.  You all are 
brilliant and I expect that you will use this brilliance to think critically, participate in our collaborative learning 
community, and have an AWESOME attitude while doing so.  

Learning Objectives 

Upon completion of this course, you should be able to: 

• Understand the foundational concepts relating to event management 
• Think critically regarding best and ethical practices in event management 
• Understand concepts and steps required to curate an optimal guest and client experience across diverse groups 
• Understand and utilize resources to conduct virtual and in-person site visits 
• Effectively manage event objectives including timeline, budget and program 
• Understand how to source and create collaborative vendor teams 
• Interpret vendor contracts 
• Explore methods for experiential event design 
• Explore planning tools and necessary documents for management, production, and run-of-show 

 

Required Text: 

Fenich, G (2018). Meetings, Expositions, Events and Conventions: An introduction to the industry (5th edition).      

  Pearson. ISBN: 9780134735900  
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Course Performance Evaluation: (1,000 points) 

Participation (25)  200 points 
Quizzes (4)  200 points 
Reflection Papers (4) 200 points 
Exams (2)  400 points 

 

Grading Scale 
Total Points Percent Grade Grade Points 
934-1000 93.4-100 A 4.0 
900-933 93.3-90.0 A- 3.67 
867-899 86.7-89.9 B+ 3.33 
834-866 83.4-86.6 B 3.0 
800-833 80.0-83.3 B- 2.67 
767-799 76.7-79.9 C+ 2.33 
734-766 73.4-76.6 C 2.0 
700-733 70.0-73.3 C- 1.67 
667-699 66.7-69.9 D+ 1.33 
634-666 63.4-66.6 D 1.0 
600-633 60.0-63.3 D- .67 
0-599 0-59.9 E 0 

 

Weekly Assignments and Reading: 

Week Topic Related Assignments 
(1) August 31 – September 4 -Introductions 

-Don’t Believe the Hype 
-Chapter 1 & 2 Overview 
 

Reading: Chapters 1 & 2 
Getting to Know You Exercise 
Due (9/4) 

(2) September 7-11 -HOLIDAY No Class Mon, Sep. 7 
-Intro to the Industry 
-Chapter 3 Instructor Overview 

Reflection Paper Due (9/12) 
Reading: Chapters 4 & 5 

(3) September 14-18 -Venues 
-Exhibitions and Trade Shows 

Reading: Chapters 6 & 8 
Quiz (9/18) 

(4) September 21-25 -Service Contractors 
-Chapter 7 Overview 
-Special Events Management 

Reading: Chapter 9 
AMA Fridays – Ask Me Anything 
 

(5) September 28 – Oct 2 -Special Events Management 
-Food and Beverage 

Reflection Paper Due (10/3) 
Reading: Chapter 10  

(6) October 5-9 -Negotiation, Contracts and Crisis 
Preparedness Management  
- ADA and DEI  

Reading: Chapters 11 & 12 
Quiz (10/9) 

(7) October 12-16 -Tech Resources and Marketing 
Tools in Event Management 
-Sustainable Meetings Overview 

Reading: Chapters 13 & 14 
Mid-Term Review Available in 
Canvas 

(8) October 19-23 The Good Stuff Part I– Let’s Talk 
Planning and Producing Events 

Mid-Term Exam (10/23) 

(9) October 26-30 The Good Stuff Part II Reading: Chapter 15 



Reflection Paper Due (10/31) 
(10) November 2-6 -A look at International Events 

-Revisit DEI: Cultural Differences in 
Event Management  

Reading: Chapter 16 
Quiz (11/6) 

(11) November 9-13 -Pulling it ALL Together Part I 
-HOLIDAY No Class Wed, Nov. 11 

AMA Fridays 

(12) November 16-20 -Pulling it ALL Together Part II Reflection Paper Due (11/21) 
(13) November 23-27 -Intro to Event Design 

-HOLIDAY No Class Wed, Nov. 25 
 

Quiz (11/23) 
Final Exam Review Available in  
Canvas 
 

(14) November 30 – December4 -The Industry and the Pandemic 
Pivot:: Virtual Events 

AMA Fridays – Final Exam Edition 

(15) December 7-11 -Being Great: Authenticity in Event 
Management and Design  
 

Final Exam (Available 12/7 due 
by 12/9) 

(16) December 14-18 FINAL EXAMS – University wide  
 

Grading Policies 

This course follows standard UF grading policies. If applicable, grades are rounded to the nearest tenth of a point. 
https://catalog.ufl.edu/ugrad/current/regulations/info/grades.aspx 

Attendance is mandatory. Absences due to illness, serious family emergencies, special curricular requirements, etc., will 
be handled in accordance with UF policies that can be found at: 
https://catalog.ufl.edu/ugrad/current/regulations/info/attendance.aspx 

We’ll move quickly in class, and there won’t be time to zone out. Stay engaged. Keep multitasking to a minimum. Join 
the conversation. Participate. Plan to earn the 20 percent of your grade that is based on participation, not have it 
handed to you automatically. 

Students with disabilities requesting accommodations should first register with the Disability Resource Center (352-392-
8565, www.dso.ufl.edu/drc/) by providing appropriate documentation. Once registered, students will receive an 
accommodation letter which must be presented to the instructor when requesting accommodation. Students with 
disabilities should follow this procedure as early as possible in the semester. 

Course Evaluations: Students are expected to provide professional and respectful feedback on the quality of instruction 
in this course by completing course evaluations online via GatorEvals. Guidance on how to give feedback in a 
professional and respectful manner is available at https://gatorevals.aa.ufl.edu/students/. Students will be notified 
when the evaluation period opens, and can complete evaluations through the email they receive from GatorEvals, in 
their Canvas course menu under GatorEvals, or via https://ufl.bluera.com/ufl/.  Summaries of course evaluation results 
are available to students at https://gatorevals.aa.ufl.edu/public-results/ 

Academic Integrity 

UF students are bound by The Honor Pledge which states, “We, the members of the University of Florida community, 
pledge to hold ourselves and our peers to the highest standards of honor and integrity by abiding by the Honor Code.” On 
all work submitted for credit by students at the University of Florida, the following pledge is either required or implied: 
“On my honor, I have neither given nor received unauthorized aid in doing this assignment.” The Honor Code 
(http://www.dso.ufl.edu/sccr/process/student-conduct-honor-code/) specifies a number of behaviors that are in 
violation of this code and the possible sanctions. Furthermore, you are obligated to report any condition that facilitates 
academic misconduct to appropriate personnel. If you have any questions or concerns, please consult with the 
instructor. 
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Course Etiquette 

All members of the class are expected to follow rules of common courtesy in all email messages, threaded discussions 
and chats. For a fuller exposition of our shared ‘netiquette’ can be accessed here: http://teach.ufl.edu/wp-
content/uploads/2012/08/NetiquetteGuideforOnlineCourses.docx 

Zoom Professionalism  

Please be mindful of maintaining a professional appearance and conduct via our remote lecture meetings. Consider your 
wardrobe and hygiene just as you would were we all in the same room, as well as your audio and visual backgrounds. 
Professional appearance is often best accomplished in a seated position with your device on a table at torso and/or eye-
level in front of you. 

You are expected to have your camera on during Zoom sessions. If you go to black screen for a significant amount of 
time, points will be deducted from your attendance/participation score at the instructor’s discretion.  

Virtual backgrounds: You are encouraged to use virtual backgrounds for Zoom if you want to protect the privacy of your 
environment or surroundings.  

Our class sessions may be audio visually recorded. Students who participate with their camera engaged or utilize a 
profile image are agreeing to have their video or image recorded.   Likewise, students who un-mute during class and 
participate orally are agreeing to have their voices recorded.  If you are not willing to consent to have your voice 
recorded during class, you will need to keep your mute button activated and communicate exclusively using the "chat" 
feature, which allows students to type questions and comments live. The chat will not be recorded or shared. As in all 
courses, unauthorized recording and unauthorized sharing of recorded materials is prohibited. 

Campus Resources 

For issues with technical difficulties for Canvas, please contact the UF Help Desk at: 

http://helpdesk.ufl.edu ; (352) 392-HELP (4357); Walk-in: HUB 132 

Any requests for make-ups due to technical issues must be accompanied by the ticket number received from the Help 
Desk when the problem was reported to them. The ticket number will document the time and date of the problem. You 
must e-mail your instructor within 24 hours of the technical difficulty if you wish to request a make-up. 

Other resources are available at http://www.distance.ufl.edu/getting-help for: 

• Counseling and Wellness resources 
• Disability resources 
• Resources for handling student concerns and complaints 
• Library Help Desk support 

Health and Wellness 

U Matter, We Care: If you or a friend is in distress, please contact umatter@ufl.edu or (352)392-1575 so that a team 
member can reach out to you or your friend. 

Counseling and Wellness Center: https://counseling.ufl.edu/, 392-1575;  

University Police Department (UPD): 392-1111 or 9-1-1 for emergencies. 

Sexual Assault Recovery Services: Student Health Care Center, 392-1161. 

 

http://teach.ufl.edu/wp-content/uploads/2012/08/NetiquetteGuideforOnlineCourses.docx
http://teach.ufl.edu/wp-content/uploads/2012/08/NetiquetteGuideforOnlineCourses.docx
http://helpdesk.ufl.edu/
http://www.distance.ufl.edu/getting-help
https://counseling.ufl.edu/


University Police Department: 392-1111 (or 9-1-1 for emergencies). 

http://www.police.ufl.edu/  

Academic Resources 

E-learning technical support, 352-392-4357 (select option 2) or e-mail to Learningsupport@ufl.edu. 
https://lss.at.ufl.edu/help.shtml  

Career Connections Center, Reitz Union, 392-1601. Career assistance and counseling. 

https://career.ufl.edu/  

Library Support, http://cms.uflib.ufl.edu/ask. Various ways to receive assistance with 

respect to using the libraries or finding resources. 

Teaching Center, Broward Hall, 392-2010 or 392-6420. General study skills and 

tutoring. http://teachingcenter.ufl.edu/  

Writing Studio, 302 Tigert Hall, 846-1138. Help brainstorming, formatting, and writing 

papers. http://writing.ufl.edu/writing-studio/  

Student Complaints On-Campus: https://sccr.dso.ufl.edu/policies/student-honorcode-student-conduct-code/  

  

Disclaimer: This syllabus represents my current plans and objectives. As we go through the semester, those 
plans may need to change to enhance the class learning opportunity.  
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