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Subject Description Form
Subject Code

HTM4346

Subject Title

Special Events Project II

Credit Value

3

Level

4

Pre-requisite /
Co-requisite/
Exclusion

Special Events Project I

Objectives

Intended Learning
Outcomes

HTM4345 Special Events Project I is inter-related with HTM4346 Special
Events Project II, and spread over two semesters working for a one single
project. Both two subjects are also capstone subjects which allow students to
develop practical special events projects by applying concepts of planning,
organization and management learnt from previous related subjects. Students
need to integrate and synthesize the resources, staff, time, costs, specific skills
and steps to complete innovative events projects and culminate in an in-depth
analysis of the project’s performance.
Upon completion of the subject, students will be able to:
A. Professional Competence
Students will be able to demonstrate the knowledge and intellectual skills
needed for operational competence (professional, business, human,
management and social skills) in special events operations.
B. Critical Thinkers
Students will be able to discuss and explain how various systems respond
to business and customer needs and requirements and apply the concept of
events planning to a range of menus for differing meal experiences and
organizations.
Students will also be able to display creative and analytical skills in
managing events assignments.
C. Effective Communicators
Students will be able to appraise the work of the other management teams
by effective communication mechanisms such as regular meetings and
reporting and combining their efforts to meet the project’s objectives.
Student will be able to communicate and react proactively to the
stakeholders in the hospitality and tourism industry in the area of special
events management.
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D. Innovative Problem Solvers
Students will be able to analyze and critique existing and proposed
meetings, and justify solutions to inherent problems.
E. Lifelong Learners
Students will also be able to develop and demonstrate the principles of
effective management and supervision such as planning, organization,
directing and controlling all available resources in order to achieve the
stated objectives.
F. Ethical Leaders
Student will be able to apply knowledge/concepts of special events
management to real world situations in individual and team-based work.
Subject Synopsis/
Indicative Syllabus

Key topics to be addressed in this subject (Subject to regular update)
1. Project Theme and Concept Development
Management activities and setting objectives
2. Planning and Management Process
Elements of the events management process, overall structure and timelines
3. Budgeting
Determine financial objectives, prepare and manage a budget, develop
financial procedures and prepare financial reports, determine funding
sources
4. Programme Development
Sequence of program elements, creative social programs, selection of
speakers research
5. Negotiations and Contracts
Negotiate and finalize contracts, complete contractual agreements and
monitor contracts
6. Risk Management
Evaluate the level of risk and plan appropriate responses and responsibilities
7. Marketing and Media
Apply marketing principles and strategies, understand various target
audiences and assess their needs to develop promotion plan, budget, and
tools
8. Registration
Registration system, policies, and package development, on-site
management
9. On-site Logistics
Construct working operations manual, develop transportation plan and
traffic flow, determine F&B and equipment requirements, pre and post
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events meetings
10. Technologies
Appropriate technology for the events elements
11. VIP Arrangement
Protocol guidelines establishment
12. Human Resources
Manpower forecast and management, professional conduct and volunteer
management

Teaching/Learning
Methodology

13. Project Evaluation
Overall project evaluation and management review
Interactive Lectures with discussions in class and illustration of real cases
will be used. This approach emphasizes student-centered activities.
A series of operations-related Seminars and workshops will be integrated in a
logical progression from events operational principles through to their practical
application.
Guest speaker or speakers will be invited to give seminars on specific issues
related to events management in order to enhance students’ understanding of
the theories learnt and their applications. Guest speakers will also comment
and give suggestions on students’ ideas and plans.
Field trip may be used to allow students to have an appreciation of events
operation and relate it to relevant theories studied in the classroom that can be
applied to the project.
Experiential Learning will allow students to plan, organize, and manage a
special events project, and experience the effect of managerial decisions on
staff and operational performance.
Group and Peer Learning will allow students to analyze and evaluate special
events operations through learning from other students and by working in
teams to identify roles, and in discussion and agreement.

Assessment
Methods in
Alignment with
Intended Learning
Outcomes
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Specific assessment
methods/tasks

%
weighting

Intended subject learning outcomes to
be assessed (Please tick as appropriate)
A

Learning Portfolio
(Individual)

40%

Presentations
(Group)

20%

Written Plans and
Report (Group)

40%

B

C

D

√

E

F

√

√

√

√

√

√

√

√

√

√
√

√

Total

100 %

Explanation of the appropriateness of the assessment methods in assessing the
intended learning outcomes:
Learning Portfolio: To assess students’ ability to identify problems throughout
the real live practicum, search out alternatives and selection of suitable
solutions to the problems during the operations planning and processes. Marks
will be given based on performance in the following areas:
□ Organizing of work and team cooperation,
□ Applied knowledge and skills in leadership and management in the
operations,
□ Efficiency and efficacy in fully utilizing existing and potential
resources,
□ Creativity and innovation in special events management,
□ Negotiation and communication during the practicum.
Student is required to use a learning portfolio to document the process of
learning and practicum throughout the project.
Presentations: The presentations validate their understanding and demonstrate
their presentation skills and enhance their teamwork and cooperation in
completing a project. Peers from other teams will evaluate their presentation,
communication and intellectual skills. Students’ abilities and professional
skills as an events manager will be further refined through the practice of
presentation.
Written Plans and Report: To assess students’ ability to research materials and
organize the resources as well as the skills in presenting their ideas by
submission of written plans and proposal presentations, students would be
assessed on their knowledge and understanding of project management, time
management, logistics management, customer care skills, salesmanship and
selecting the appropriate systems and strategies for types of events operation.
To assess students’ on their analysis and evaluation skills in the business
project according to their teamwork in planning, finance, programming, and
promotion. Evidences of their analysis and evaluation skills shall be in the
form of a written report and a group presentation.


Lecture

14 Hrs.



Seminar/ Workshop

24 Hrs.



Experiential Learning

70 Hrs.

Other student study effort:
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Client Visits



Committee Meetings

30 Hrs.



Report and Assignment

10 Hrs.

4 Hrs.

Total student study effort
Reading List and
References

152 Hrs.
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