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Master Course Syllabus 

MAN 2005 Event Planning 

Purpose of Document 
This document contains important information about this course’s objectives. It may be helpful for you 
to retain a copy for your records, along with the class specific syllabus. This document will be especially 
helpful if you decide to later change your course of study.  

Pikes Peak State College and the Colorado Department of Higher Education have determined that 
graduates should have a broad range of learning skills as well as discipline related skills. Both types of 
skills are detailed below.  
 

Course Description 
Introduces the components of meeting planning, organization, personnel, finances, site selection, 
transportation, program design, promotion, arrangement of exhibits, and evaluation. 
Min Credit: 3 
 
Required Course Learning Outcomes  

1. Categorize events such as:  conventions, workshops, symposiums, seminars, and exhibitions.  
2. Define the purpose and objectives of a meeting.  
3. Create examples of managing finances and total pricing of an event.  
4. Describe alternatives for transportation arrangements, site selection, menu planning, and 

promotion.  
5. Discuss the necessary tools used to evaluate the event. 

 
Topical Outline  

I. Meeting organization  
II. Personnel selection  

III. Finances  
IV. Site selection  
V. Transportation  

VI. Menus  
VII. Program design  

VIII. Promotion and marketing  
IX. Exhibits  
X. Evaluation 
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