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Undergraduate Distance Education Review Form

(Required for all courses taught by distance education for more than one-third of teaching contact hours.)

Existing and Special Topics Course

Course: HRIM 406 Catering and Banquet Management Received

Instructor(s) of Record:_Dr. Stephen B. Shiring

Phone: 7-2626 Email: sshiring@iup.edu

Step One: Proposer

A. Provide a brief narrative rationale for each of the items, Al1- AS.
1. How is/are the instructor(s) qualified in the distance education delivery method as well as the discipline?

Dr. Shiring has been instructed and tutored in distance education delivery by Dr. Mindy Wygonik,
Instructional Design Center (IDC). He has worked with her individually at one-on-one sessions and at
workshops. Dr. Shiring has been involved in the food service industry for nearly thirty years and has specific
catering experience. He is the primary author of the text Introduction to Catering: Ingredients for Success.

2. How will each objective in the course be met using distance education technologies?

Each objective in the course will be met through a variety of applications, including case study application,
quizzes, and one-on-one instructor — student interaction.

3. How will instructor-student and student-student, if applicable, interaction take place?

The instructor-student and student-student interaction will be completed while centering on a case study
application. Each student will select a case study written by the instructor to simulate a catering function.
As the student progresses through the course, a series of student module work assignments will be used to
reinforce the material through its application of catering management tasks to complete the case study

4. How will student achievement be evaluated?

Student achievement will be evaluated through the use of a case study application and quizzes. The student
has the opportunity to select from one of five catering function scenarios (cases) written by and based on a
“real world” function done by the instructor.

The student will progress through a series of nine module assignments designed by the instructor to simulate
the typical catering management process used by all caterers in planning an event. Each module will guide
the student independently through the seven catering management functions. The nine module assignments
are supported by the content in the text Introduction to Catering: Ingredients for Success. The student will
also have access to additional information the instructor has written to provide guidance in the completion of
the case study. The supporting information includes PowerPoint files written to complement the text content,
a catering manager event checklist designed to guide the student step-by-step in the completion of the seven
catering management functions and finally, a series of catering forms (templates) created to provide step-by-
step guidance in the entire process.

At the completion of each module, the student will submit the assignment to the instructor for evaluation.
Each module assignment is evaluated using a rubric. After the instructor has evaluated the assignment, it
will be returned back to the student with instructor-generated suggestions. The student will take each
individual module assignment, make the recommended changes, and submit them again organized into a
catering manager’s event report that will complete their final project assignment. In addition to the



individual assignments and the final catering management report, the student will complete a quiz at the end
of each module to test their comprehension of the material.

In summary, each student will read the assigned text, review the accompanying PowerPoint files,
communicate with the instructor and classmates for clarification, apply what they have learmned using
templates and checklists to the planning of a catering event (case study) and take a quiz to measure coiitent
comprehension. At the conclusion of the course, the student will organize the individual module
assignments into a catering manager event report which will be the final project.

5. How will academic honesty for tests and assignments be addressed?

The quizzes will be set up in Web CT in order to randomize the question and the answer stems so that no two
students can see the same question in the same order. Each student will be engaged in their own individual catering
project and I will have one-on-one input with each student monitoring their progress.

Submit to the department or its curriculum committee the responses to items A1-A5, the current official syllabus
of record, along with the instructor developed online version of the syllabus, and the sample lesson. This lesson
should clearly demonstrate how the distance education instructional format adequately assists students to meet a
course objective(s) using online or distance technology. It should relate to one concrete topic area indicat>d on
the syllabus.

Step Two: Departmenlt;l/yApproval
Recommendation: Positive (The objectives of this course can be met via distance education)

[INegative
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Signafure of Collegé De Date /

Forward form and supporting materials to Liberal Studies Office for consideration by the University-wide
Undergraduate Curriculum Committee. Dual-level courses also require review by the University-wide Graduate
Committee for graduate-level section.

Step Three: University-wide Undergraduate Curriculum Committee Approval

Recommendation: [_] Positive (The objectives of this course can be met via distance education)

[CINegative

Signature of Committee Co-Chair Date

Forward form and supporting materials to the Provost within 30 calendar days after received by committee.




Step Four: Provost Approval

[[] Approved as distance education course [[] Rejected as distance education course

Signature of Provost Date

Forward form and supporting materials to Associate Provost.



ONLINE SYLLABUS
L Catalog Description

HRIM 406 Catering and Banquet Management
3 class hours
3 semester hours
0 lab hours
3c-01-3sh
Prerequisite: Junior standing

A practical approach to the understanding of catering and banquet management tasks
necessary to exceed the needs of the client through the delivery of food, beverage and
related services.

II Course Outcomes:

Students will be able to

1. Analyze the market to identify different types of niche caterers and their clients.

2. Summarize the variables used by the client to select a caterer for social, corporate, On-

premise, Off-premise, mobile catering and seasonal niche business.

3. Appraise criteria a caterer relies on to select the right type of client and builds a customer
base.

4. Plan a catering event from identification of client needs: concept to implementation

5. Evaluate market intermediaries and select suppliers based on predetermined factors.

6. Recognize risk associated with catering events: summarize insurance needs and identify

related legal issues.

7. Formulate pricing strategies based on client needs.
8. Write a catering proposal.
9. Explain the various catering and banquet management forms used by successful caterers.

III.  Course Outline
Module One (9 hours)
A. Chapter 1 Types of Catering
1. Catering Segments
2. Exclusive Catering Rights
3. Home-based Caterers



D.
E.

Module Two
A.

B.
C.

Module Three
A.

Module Four

Chapter 2 The Caterer and the Client
1. Why Clients decide on a Caterer
2. Deciding to Book the Event

3. Types of Catering

Chapter 3 Establishing a Catering Niche
1. Who is the Caterer?

2. Growing the Business

3. Mission and Purpose

Quiz

1. Chapters 1, 2, 3

Activity

1. Complete Table 1

Chapter 4 Choosing the Client
1. Creating a Customer Base

2. Upgrading the Event

3. Writing a Proposal

Quiz: Chapter 4

Activity

1. Select catering function

2. Complete event proposal

Chapter 5 Overview of Seven Functions of Catering
1. Planning, Operations, Equipment

2. Implementing & Controlling

3. Insurance & Legal Issues

Chapter 6 Catering Management Task: Planning
1. Formulating a Catering Plan

2. Barriers to Planning

3. Hazardous Analysis Critical Control

Quiz: Chapters 5 & 6

Activity: Complete the following

1. Catering Manager’s Checklist Form A

2. Time-Line Planning Form B

A. Chapter 7 Catering Management Task: Operations
1. Operational Tasks

2. Menu Design

3. Flow of Food

Quiz: Chapter 7

Activity: Complete the templates/forms

1. Menu Development -Form D

2. Menu Item Recipe - Form E

3. Menu Pricing & Recipe Conversion — Form F

(3 hours)

(6 hours)

(6 hours)



4. Portion Control — Form G
5. Event Menu Production Control — Form H
Module Five (3 hours)
A. Chapter 8 Catering Management Task: Organizing the Event
1. Market Intermediaries
2. Procurement
3. Inventory Management
B. Quiz Chapter 8
C. Activity
1. Complete the Market Purchase Order Form I
Module Six (6 hours)
A. Chapter 9 Equipment
1. Equipment & Design Considerations
2. Equipment Storage
3. Work Stations
B. Chapter 10 Catering Management Task: Implementing
1. Service Considerations & Styles
2. Physical Facility Arrangement
3. Creating an Employee-Supportive Culture
Quiz: Chapter 9 & 10
Activity: Complete the following templates/forms
1. Concept & Theme Control Table Top Design — Form J
2. Concept & Theme Control — Form K
3. Event Control Uniform/Costume Apparel — Form L
4. Event Control — Form M
Module Seven (3 hours)
A. Chapter 11 Catering Management Task: Controlling
1. The Financial Component
2. Pricing the Event
3. Control Techniques
B. Quiz Chapter 11
C. Activity: Complete the following templates/forms
1. Event Cost-Pricing Worksheet — Form N
2. Event Cost-Pricing Worksheet — Form O
3. Event Pro-Forma Profit and Loss Worksheet — Form P
Module Eight (3 hours)
A. Chapter 12 Catering Management Task: Insurance and Legal Issues
1. Risks Management
2. Insurance Services Officer (ISO)
3. Contracts
B. Quiz: Chapter 12
C. Activity: Complete the Catering Contract — Form O
Module Nine (8 hours)
A. Compile a Catering Manager’s Report
B. Activity: Complete Catering Manager’s Form - R

o0



1A% Evaluation Methods

The final grade for the course will be based on the following:

Module 1

Quiz: Chapters 1, 2, 3 (10 point quiz per chapter)
Activity

Complete Table 1

Module 2

Quiz: Chapter 4

Activity

1. Select catering function

2. Complete event proposal

Module 3

Quiz: Chapters 5 & 6 (10 point quiz per chapter)
Activity

Complete the following

1. Catering Manager’s Checklist Form A

2. Time-Line Planning Form B

Module 4

Quiz: Chapter 7

Activity

Complete the templates/forms

1. Menu Development -Form D

2. Menu Item Recipe - Form E

3. Menu Pricing & Recipe Conversion — Form F
4, Portion Control — Form G

5. Event Menu Production Control — Form H
Module 5

Quiz Chapter 8

Activity

Complete the Market Purchase Order Form I
Module 6

Quiz: Chapter 9 & 10 (10 point quiz per chapter)
Activity

Complete the following templates/forms

1. Concept & Theme Control Table Top Design — Form J
2. Concept & Theme Control — Form K

3. Event Control Uniform/Costume Apparel — Form L
4. Event Control — Form M

Module 7

Quiz Chapter 11

Activity

Complete the following templates/forms

1. Event Cost-Pricing Worksheet — Form N

30 points
25 points
10 points

15 points
15 points

20 points

25 points
25 points

10 points
20 points
20 points
20 points
20 points
20 points
10 points
20 points
20 points
20 points
20 points

20 points
20 points

10 points

20 points



2. Event Cost-Pricing Worksheet — Form O 20 points
3. Event Pro-Forma Profit and Loss Worksheet - Form P 20 points

Module 8

Quiz: Chapter 12 10 points
Activity

Complete the Catering Contract — Form O 20 points
Module 9

Complete the Catering Manager’s Report Form R 100 points
Total Points 605 points

V. Example Grading Scale

A =90% to 100%
B =80% to 89%
C=70% to 79%
D = 60% to 69%
F =below 59%

V1. Required Textbook

Shiring, S.S., Jardine, R. W., & Mills, R., Jr. (2001). Introduction to catering: Ingredients for
success. United States: Thompson Delmar Learning.

VII. Special Resource Requirements
None

VIII. Bibliography

Dittmer, P.R., & Keefe, J., III. (2005). Principles of food, beverage, and labor cost controls
(8" ed.). New Jersey: John Wiley & Sons.

Feinstein, A. H., & Stefanelli, J. (2004). Purchasing. New Jersey: John Wiley & Sons, Inc.

Hanson, B., & Thomas, C. (2005). Off-premise catering management (2" ed.). New Jersey: John
Wiley & Sons, Inc.

Jagels, M. G. (2006). Hospitality management accounting. New Jersey: John Wiley & Sons, Inc.

Katsisgris, C., & Thomas, C. (2006) The bar and beverage book. New Jersey: John Wiley &
Sons, Inc.

Lewis, R. (2005). The foodservice and purchasing specification manual student edition. New
Jersey: John Wiley & Sons, Inc.



Lynch, F. T. (2004). The book of yields: Accuracy in food costing and purchasing (6" ed.). New
Jersey: John Wiley & Sons, Inc. '

Miller, J. E., Dopson, L. R., & Hayes, D. K. (2004). Food and beverage cost control (3rd ed.).
New Jersey: John Wiley & Sons, Inc.

National Restaurant Association Educational Foundation. (2006). Servesafe’ coursebook. New
Jersey: John Wiley & Sons, Inc.

North American Meat Processors Association (NAMP). (2006). The meat buyer’s guide. New
Jersey: John Wiley & Sons, Inc.

Paster, T. (2006). The haccp food safety training manual. New Jersey: John Wiley & Sons, Inc.
Scanlon, N. L. (2006). Catering management (3™ ed.). New ] ersey: John Wiley & Sons, Inc.

Styler, S. (2006). Working the plate: The art of food presentation. New Jersey: John Wiley &
Sons, Inc.

Thomas, C. (2006). Melissa’s great book of produce. New Jersey: John Wiley & Sons, Inc.



SYLLABUS OF RECORD
L Catalog Description

HRIM 406 Catering and Banquet Management
‘ 3 class hours
3 semester hours
0 lab hours
3¢c-01-3sh
Prerequisite: Junior standing

A practical approach to the understanding of catering and banquet management tasks
necessary to exceed the needs of the client through the delivery of food, beverage and
related services.

I Course Outcomes:

Students will be able to

1. Analyze the market to identify different types of niche caterers and their clients.

2. Summarize the variables used by the client to select a caterer for social, corporate, On-

premise, Off-premise, mobile catering and seasonal niche business.

3. Appraise criteria a caterer relies on to select the right type of client and builds a customer
base.

4. Plan a catering event from identification of client needs: concept to implementation

5. Evaluate market intermediaries and select suppliers based on predetermined factors.

6. Recognize risk associated with catering events: summarize insurance needs and identify

related legal issues.

7. Formulate pricing strategies based on client needs.
8. Write a catering proposal.
9. Explain the various catering and banquet management forms used by successful caterers.

III. Course Outline

A. Types of Catering (3 hours)
1. Catering Segments
2. Exclusive Catering Rights
3. Home-based Caterers



The Caterer and the Client

1. Why Clients decide on a Caterer
2. Deciding to Book the Event

3. Types of Catering

Establishing a Catering Niche
1. Who is the Caterer?

2. Growing the Business

3. Mission and Purpose

Choosing the Client

1. Creating a Customer Base
2. Upgrading the Event

3. Writing a Proposal

Exam 1
Catering Management Task: Planning

1. Formulating a Catering Plan
2. Barriers to Planning
3. Hazardous Analysis Critical Control

Catering Management Task: Operations
1. Operational Tasks

2. Menu Design

3. Flow of Food

Catering Management Task: Organizing the Event
1. Market Intermediaries

2. Procurement

3. Inventory Management

Exam 2

Furniture, Fixtures & Equipment

1. Equipment & Design Considerations
2. Equipment Storage

3. Work Stations

Catering Management Task: Implementing
1. Service Considerations & Styles

2. Physical Facility Arrangement

3. Creating an Employee-Supportive Culture

(3 hours)

(3 hours)

(3 hours)

(1 hour)

3
hours)

(3 hours)

(3 hours)

(1 hour)

(3 hours)

(3 hour)



N. Catering Management Task: Controlling (3 hours)
1. The Financial Component
2. Pricing the Event
3. Control Techniques

0. Catering Management Task: Insurance and Legal Issues (3 hours)
1. Risks Management
2. Insurance Services Officer (ISO)

3. Contracts
P. Exam 3 (1 hour)
Q. Total Quality Management (TQM) (3 hours)

1. The Management System
2. Continuous Improvement
3. Relationship between TQM & Success

R. Emerging Benchmarks and Trends (3 hours)
1. Reinventing the Catering Profession
2. Global Marketplace
3. Professional Development

0. Culminating Activity (2 hours)
1. Comprehensive Final Exam — During Final Exam Week
IV Evaluation Methods
The final grade for the course will be based on the following:

60% TESTS. Three tests — during the term. Each test will consist of multiple choice,
completion, short essay, true-false and problem format

25% Comprehensive Final — administered during the final exam week, will consist of
multiple choice, completion, short essay, true-false and problem format

10% Student Participation
100%
V. Example Grading Scale

A =90% to 100%
B =80% to 89%



C=70% to 79%
D =60% to 69%
F = below 59%

V1. Attendance Policy
Although there is no formal attendance policy for this class, student learning I enhanced
by regular class attendance and participation in class discussions. Attendance and class
participation is recorded by the instructor. The instructor recognizes students’ needs to
miss class because of illness or personal emergency.

VII. Required Textbook

Shiring, S.S., Jardine, R. W., & Mills, R., Jr. (2001). Introduction to catering: Ingredients for
success. United States: Thompson Delmar Learning.

VIII. Special Resource Requirements

None
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HRIM 406 Catering and Banquet Management
Module Two Assignment

A. Read Chapter Four: Choosing Your Client in the text Introduction to Catering:
Ingredients for Success pages 67- 90.

B. Review Chapter Four’s key terms

C. Review the PowerPoint file which accompanies the fourth chapter of the text
book. This file is entitled: Choosing Your Client.

D. Review the End-of-the-Chapter questions (page 89) after reading the chapter and
reviewing the PowerPoint files.

E. Take the Quiz on Chapter Four

F. Complete the Activity

Objectives

1. Explain how a caterer can build a solid customer base using specific prospecting
strategies.

2. Explain the details of a catering proposal.

3. Explain why the planned growth of a catering company is achieved through a
conscientious building of satisfied customers and the accomplishment of a caterer’s
financial objectives.

4. Explain why a caterer may refuse to work for a particular client.

5. Define the difference between a client’s needs, wants, and demands.



