AEC 3209: Event Planning
Fall 2021

Instructor:
Kati Lawson
813-757-2284
kmcwaters@ufl.edu

Course Outline: Instructional methodology that focuses on the selection and use of innovative teaching,
presentation, meeting planning and evaluation strategies for teaching agricultural subjects in various educational
settings.
Required Textbook: No required textbook

Dr. Lawson is available by appointment. Please allow 24
hours for email responses.

Grading Scale

A

93-100

C

73-75.99

A-

90-92.99

C-

70-72.99

B+

86-89.99

D+

66-69.99

B

83-85.99

D

63-65.99

B-

80-82.99

D-

60-62.99

C+

76-79.99

E

Below 60%

For information on current UF policies for assigning grade points,
see https://catalog.ufl.edu/ugrad/current/regulations/info/grades.aspx (Links to an external site.)Links to an
external site.

Extra Credit

Keep an eye out for extra-credit opportunities, they are offered sporadically
throughout the semester. Also, take advantage of re-writes. They are not required
but are opportunities to improve your overall grade.

AEC3209 AT-A-GLANCE

Week
of
8/24
8/31

Class Topic
Introduction and Career
Outlook
5 Stages of Event Design

9/7

Guest Speaker: Allyson
Sapp

9/14

Events for Fundraising

10/5

Event Analysis Paper

Event Plan
Fundraising Pitch

9/21
9/28

What’s Due
this Week

Registration Basics,
Giveaways, & Evites
Site Selection

Registration Table
Protocol
Event Master Plan

10/19

Room and Food Layouts &
Accommodating the
Audience
Styling an Event

10/26

Tabling Basics

Centerpiece

11/2

Promoting Events

Event Kit

11/9

Tabling Boot Camp

Graded Event

10/12

11/16

Final Prep for Industry Tour

11/23

Thanksgiving- No Class

11/30

Disney Trip!

12/7
12/14

Industry Tour Plan

Graded Event

Memorable Events & Class Disney Reflections
Reflections
Finals Week

*All assignments are due by 11:59 p.m. on Mondays unless otherwise stated.

Notes

Late Assignment Policy: Late work WILL NOT be accepted without proper documentation. A
paper turned in 30 minutes past the assigned time is considered one day late. (If an assignment is
due at 11:59 p.m., and it is turned in at 12:30 a.m., it is one day late and will receive a
grade of zero.)

Expectations for Writing:
In all courses in the Department of Agricultural Education and Communication’s Communication and
Leadership Development (CLD) specialization, the following writing standards are expected to be
followed, unless otherwise specified for a particular writing assignment. Not following these writing
standards will result in substantially lower grades on writing assignments.
•
•
•
•
•

Proper grammar and punctuation are mandatory.
Proper sentence structure is required.
No use of first person (I, me, my, mine, our) unless denoted within the assignment rubric.
Good thoughts/content throughout the writing assignment.
For assignments that require citations, use American Psychological Association style. Proper APA
citation and reference document are expected. For assignments that are more reporter-style
articles (news stories, news releases, public relations writing), you are expected to follow
Associated Press Style, as discussed in AEC 4031.

Plagiarism is not tolerated in this course. If plagiarism is
suspected, you will be questioned by the instructor first and then
your case will be processed according to UF guidelines. Check out
https://guides.uflib.ufl.edu/copyright/plagiarism for more
Expectations for Design:information.
In all courses in the Department of Agricultural Education and Communication’s Communication and
Leadership Development (CLD) specialization, the following design standards are expected to be
followed, unless otherwise specified for a particular writing assignment. Not following these design
standards will result in substantially lower grades on design-related assignments.
•

•
•

•

Proper grammar, punctuation, and sentence structure are mandatory. Although these are design
assignments, writing has to be perfect so as not to detract from the design. For assignments that
feature more reporter-style articles (news stories, news releases, public relations writing), you
are expected to follow Associated Press Style, as discussed in AEC 4031.
Use the proper photographic settings for the assignment (300 ppi for printed photos; 72 ppi for
Web). Pixilated photos will result in lower grades.
Students should not use copyrighted materials for design assignments. For example, you may not
“borrow” a graphic or design. Commercial artwork that is purchased may be used for
assignments. Similarly, you may use ideas for a graphic/design assignment, but the use of the
actual graphic/design is not acceptable.
The following minimal design skills are expected to be demonstrated on all design assignments.
o The ability to resize an image, create documents in multiple columns, insert a graphic on a
page, insert text with a graphic, alter the color of text and/or graphics.
o Additionally, the student should have moderate ability with the following software in order to
complete design assignments:
§ Microsoft PowerPoint

§ Microsoft Word
§ Adobe Photoshop (photographs)
§ Adobe Illustrator (graphics). This software program is taught only in AEC 4035. The
expectations for actual graphic design in other courses will be minimal.
§ Adobe InDesign (print layout)
§ WordPress (Web)
§ Final Cut Pro X (video)
The University of Florida has an agreement with LinkedIn Learning to provide FREE online tutorials to
students and faculty on many software programs. If you feel “rusty” with any program, after being
introduced to it in an AEC course, it is highly recommended that you take it upon yourself to go
through some of the tutorials.

Academic Honesty, Software Use, UF Counseling Services, Services for Students with
Disabilities:
In 1995 the UF student body enacted a new honor code and voluntarily committed itself to the
highest standards of honesty and integrity. When students enroll at the university, they commit
themselves to the standard drafted and enacted by students. In adopting this honor code, the
students of the University of Florida recognize that academic honesty and integrity are fundamental
values of the university community. Students who enroll at the university commit to holding
themselves and their peers to the high standard of honor required by the honor code. Any individual
who becomes aware of a violation of the honor code is bound by honor to take corrective action. The
quality of a University of Florida education is dependent upon community acceptance and
enforcement of the honor code.

The Honor Code:
We, the
members of the
University of
Florida
community,
pledge to hold
ourselves and
our peers to the
highest
standards of
honesty and
integrity.

On all work
submitted for
credit by students
at the university,
the following
pledge is either
required or
implied: “On my
honor, I have
neither given nor
received
unauthorized aid
in doing this
assignment.”

WW

AEC-CLD

otte

We are an engaged community of diverse students
and faculty.

We learn to think critically and dialogue about
agricultural and natural resources issues facing
Florida and our world.

The university
We explore the varied perspectives, theories and
requires all
science underlying these issues.
members of its
community, to be
honest in all
endeavors. A
fundamental
principle is that the
We build our communication and leadership skills to
whole process of
address evolving agricultural and natural resources
learning and
pursuit of
issues in a multicultural society.
knowledge is
diminished by
cheating,
plagiarism and
other acts of
academic dishonesty. In addition, every dishonest act in the academic environment affects other
students adversely, from the skewing of the grading curve to giving an unfair advantage for honors
or for professional or graduate school admission. Therefore, the university will take severe action
against dishonest students. Similarly, measures will be taken against faculty, staff and administrators
who practice dishonest or demeaning behavior. Students should report any condition that facilitates
dishonesty to the instructor, department chair, college dean or Student Honor Court. (Source: 2008
2009 Undergraduate Catalog)

Work Expectations: It is assumed all work will be completed independently unless the assignment is
defined as a group project, in writing by the instructor. This policy will be vigorously upheld at all
times in this course.

Software Use:
All faculty, staff and students of the university are required and expected to obey the laws and legal
agreements governing software use. Failure to do so can lead to monetary damages and/or criminal
penalties for the individual violator. Because such violations are also against university policies and
rules, disciplinary action will be taken as appropriate.

Students with Disabilities:
The Disability Resource Center coordinates the needed accommodations of students with disabilities.
This includes registering disabilities, recommending academic accommodations within the classroom,
accessing special adaptive computer equipment, providing interpretation services and mediating
faculty-student disability related issues. 0001 Reid Hall, 392-8565, www.dso.ufl.edu/drc/ (Links to an
external site.)Links to an external site..

Campus Helping Resources:
Students experiencing crises or personal problems that interfere with their general well-being are
encouraged to utilize the university’s counseling resources. Both the Counseling Center and Student
Mental Health Services provide 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. The Counseling Center is
located at 301 Peabody Hall (next to Criser Hall). Student Mental Health Services is located on the
second floor of the Student Health Care Center in the Infirmary.
•
University Counseling Center, 301 Peabody Hall, 392-1575, www.counsel.ufl.edu
•
Career Resource Center, CR-100 JWRU, 392-1602, www.crc.ufl.edu/
• Student Mental Health Services, Rm. 245 Student Health Care Center, 392-1171,

www.shcc.ufl.edu/smhs/
o Alcohol and Substance Abuse Program (ASAP)
o Center for Sexual Assault / Abuse Recovery & Education (CARE)
o Eating Disorders Program
o Employee Assistance Program
o Suicide Prevention Program

