HFT 2750: Introduction to Event Management
Spring 2026 | Online | 3 Credit Hours

Instructor: Shannon Sumerlin, JD
Email: ssumerlin@ufl.edu
Phone: 352-294-1681
Office Hours: Virtual, by appointment 
Department Chair: Rachel J.C. Fu, PhD, CHE

Course Description
This course provides an overview of the event industry, emphasizing the role of businesses and people in planning and executing events. Students will explore event types, industry terminology, planning processes, and strategies for creating exceptional experiences. Through interactive lectures, discussions, PlayPosit activities, and a capstone project, students will develop foundational skills for careers in event management.

Course Objectives
By the end of this course, students will be able to:
1. Identify key concepts, terminology, and foundational principles in event planning, including budgeting, marketing, risk management, and legal considerations.
2. Apply event planning strategies to an event proposal that demonstrates understanding of industry standards and best practices.
3. Design and evaluate an event proposal that demonstrates understanding of industry standards and best practices.

Course Materials
· Textbook: Crisafulli, R. (2024). Event Planning & Management: Business Strategies for Creating Exceptional Experiences. Kendall Hunt Publishing.
· Supplemental readings and videos provided in Canvas.

Course Format
The course will include a combination of lectures, discussion boards, quizzes, and a capstone project. The instructor will provide quality feedback on all assignments to the individual in Canvas. 









Assessments & Grading
The following table provides a brief summary of the specific assessment tools for this course, as well as the related percentage (and point) values of the final grade.

	Assessment Tool
	Points
	Total Points
	% Final Grade

	PlayPosit Questions
	1 point per question
	50 total
	8

	Discussion Boards
	6 at 25 points each
	150 total 
	25

	Quizzes
	1 at 30 points; 
5 at 24 points each
	150 total
	25

	Capstone Project
	Milestones 25 points
Final project 225
	250 total
	42

	
	
	600
	100



PlayPosit Activities – 50 pts (8%)
These interactive video questions are embedded in lecture videos and will test knowledge of required readings and lecture materials. Students will have two attempts per question and will earn full credit if completed correctly. The lecture videos will be available as soon as the module opens each week and must be completed by Sunday of that week. Make-up submissions are not permitted unless absences are in accordance with the University’s Make-Up Policy.

Discussions (6 total) – 150 pts (25%)
The discussion boards ensure students' ability to apply learned material to real-world scenarios. Discussion boards will be available as soon as the module opens each week in Canvas. Initial posts are due Thursday of that week and replies to at least two peers are due the following Monday unless otherwise noted in the course schedule. The full grading rubric is available in Canvas. Make-up quizzes are not permitted unless absences are in accordance with the University’s Make-Up Policy. 

Quizzes (6 total) – 150 pts (25%)
The quizzes are based on the lectures and textbook materials for the respective module. Quizzes are closed-notes, closed-book, and include multiple-choice and true/false questions. The quiz will be available to take as soon as the module opens each week in Canvas and will be due on the last Sunday in each module unless otherwise noted in the course schedule. The full grading rubric is available in Canvas. Make-up quizzes are not permitted unless absences are in accordance with the University’s Make-Up Policy.

Final Project – 250 pts (42%)
The final project demonstrates mastery of event planning principles by creating a comprehensive Event Proposal. This project integrates concepts from all course modules and requires application of industry standards and best practices. The project may be completed as a group (maximum of 3 students) or individually. Full details are available in Canvas. Refer to the Course schedule for due dates.

Course Schedule
The course schedule is tentative and subject to change. Changes to the schedule will be announced on Canvas. It is the student’s responsibility to keep track of announced changes. 

	Week
	Dates
	Module
	Topic
	Assessments

	
	Jan 12
	Orientation
	Course Overview
	Orientation Quiz

	
	Jan 19
	Module 1
	Intro to Events Industry
	Discussion 1, PlayPosit

	
	Jan 26
	Module 2
	Event Theory & Pre-Planning
	Quiz 1, PlayPosit

	
	Feb 2
	Module 3
	Communication & Leadership
	Discussion 2, PlayPosit

	
	Feb 9
	Module 4
	Event Finance
	Quiz 2, PlayPosit

	
	Feb 16
	Module 5
	Vendor Partners & Legal Aspects
	Discussion 3, PlayPosit

	
	Feb 23
	Module 6
	Event Marketing
	Quiz 3, PlayPosit

	
	Mar 2
	Module 7
	Risk Management
	Discussion 4, PlayPosit

	
	Mar 9
	Module 8
	Event Technology & Registration
	Quiz 4, PlayPosit

	
	Mar 16–20
	
	SPRING BREAK
	—

	
	Mar 23
	Module 9
	Staffing & Volunteer Management
	Discussion 5, PlayPosit

	
	Mar 30
	Module 10
	Sustainability & Accessibility
	Quiz 5, PlayPosit

	
	Apr 6
	Module 11
	Event Execution & Onsite Management
	Discussion 6, PlayPosit

	
	Apr 13
	Module 12
	Event Evaluation & Career Development
	Quiz 6, PlayPosit

	
	Apr 20
	Final Project
	Submission
	Final Project Due Apr 20


Grading Scale
A student’s overall performance in this course will be in accordance with the University’s grading system (https://catalog.ufl.edu/ugrad/current/regulations/info/grades.aspx). 

	Percent 
	Grade 
	Grade Points 

	93.0 – 100.0 
	A 
	4.00 

	90.0 – 92.99 
	A- 
	3.67 

	87.0 – 89.99  
	B+ 
	3.33 

	84.0 – 86.99  
	B 
	3.00 

	80.0 – 83.99  
	B- 
	2.67 

	77.0 – 79.99  
	C+ 
	2.33 

	74.0 – 76.99  
	C 
	2.00 

	70.0 – 73.99  
	C- 
	1.67 

	67.0 – 69.99  
	D+ 
	1.33 

	64.0 – 66.99 
	D 
	1.00 

	60.0 – 63.99  
	D- 
	0.67 

	<60.00 
	E 
	0.00




Class Policies
Students are expected to be professional in course discussions, which requires them to:
• Actively participate in the course throughout the semester. Active participation includes asking thoughtful questions, contributing knowledge and ideas relevant to the topic, volunteering answers to questions, and sharing relevant material from other readings, classes, newspapers, and media sources.
• Be punctual with regard to course due dates.
• Be courteous and respectful to your peers and the instructor.

Late Assignment Policy and Attendance
Assignments must be submitted by the deadline posted by the instructor. The equivalent of 15% will be deducted from the assignment grade for every business day past the due date unless in accordance with the University’s make-up policy: https://catalog.ufl.edu/UGRD/academic-regulations/attendance-policies/ .
 
Requirements for class attendance and make-up exams, assignments, and other work in this course are consistent with university policies. For more information about UF’s policies, please consult (https://catalog.ufl.edu/ugrad/current/regulations/info/attendance.aspx ). Students with prior knowledge of an excused absence must make arrangements to submit assignments before the due date. 
 
AI Use Guidelines
The use of Artificial Intelligence (AI) tools in this class is permitted as a means to inspire, refine ideas, and enhance the quality of assignments. AI can be a valuable tool in the professional world, and students are encouraged to utilize it in a manner that mirrors its use in a professional setting.
 
Acceptable Use:
•	Students may use AI for inspiration, refining ideas, or improving the verbiage of their projects.
•	AI should be used as a tool to enhance and improve work, not as a means to avoid effort or responsibility.
Unacceptable Use:
•	Directly copying and pasting assignment instructions into an AI tool and submitting the output as one's own work is strictly prohibited.
•	Using AI to complete an entire assignment without any personal input or effort is not acceptable.
Consequences for Violation:
•	Students found in violation of this policy may face reduced grades.
•	Depending on the severity of the violation, students may be required to resubmit their assignment for partial credit.
•	In extreme cases, students may receive a zero for the assignment. The discretion of the consequence lies with the instructor.
UF Policies
Students with Disabilities
Support services for students with disabilities are coordinated by the Disability Resource Center in the Dean of Students Office. Students requesting accommodations should first register with the Disability Resource Center (352-392-8565, https://disability.ufl.edu/ ) by providing appropriate documentation. Students must present an accommodation letter to the instructor when requesting accommodation. The University encourages students to follow this procedure as early as possible in the semester.
UF 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.
University Policy on Academic Conduct
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 honesty 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 (https://sccr.dso.ufl.edu/policies/student-honor-code-student-conduct-code/  ) specifies a number of behaviors that are in violation of this code and the possible sanctions. Academic dishonesty, such as plagiarism and cheating, will not be tolerated. Any act of academic dishonesty will be reported to the Dean of Students Office and may incur academic and disciplinary consequences. There are no exceptions to this policy. 
Student and Academic Support Services
Students experiencing crises or personal problems that interfere with their general well-being are encouraged to utilize the university’s counseling resources. The Counseling & Wellness Center provides confidential counseling services at no cost for currently enrolled students. Resources are available on campus for students having personal problems or lacking clear career or academic goals, which interfere with their academic performance.
• University Counseling & Wellness Center (www.counseling.ufl.edu)
• U Matter, We Care (www.umatter.ufl.edu/)
• Career Connections Center (https://career.ufl.edu/)
• Office of Academic Support (https://oas.aa.ufl.edu/)
• Tutoring Center (https://teachingcenter.ufl.edu/tutoring/)
• Writing Studio (https://writing.ufl.edu/writing-studio/)
Technology Requirements and Expected Learner Technology Skills
This course is delivered through the Canvas online learning management system. Canvas support information and technical requirements can be found in the Canvas student help guides (https://community.canvaslms.com/docs/DOC-10701-canvas-student-guide-table-of-contents). 

Learners are expected to have basic computer and internet skills in order to be successful in this course, including: knowledge of basic computer terminology (browser, log-in, download, etc.), the ability to perform computer operations (using a keyboard and mouse, managing files, security, copying/pasting, and sending/downloading files), and the ability to perform online research using various search engines and library databases.
• Technical support for Canvas and related course issues is available through UF E-Learning (https://elearning.ufl.edu/) by phone at 352-392-4357 or by email at helpdesk@ufl.edu.
Privacy and Accessibility Policies
Information on privacy and accessibility policies for technologies utilized in the course are as follows:
• Canvas Privacy Policy (https://www.instructure.com/policies/privacy)
• Canvas Accessibility Policy (https://community.canvaslms.com/docs/DOC-2061-accessibility- within-canvas)

A link to academic policies and resources can be found: https://go.ufl.edu/syllabuspolicies

