





Course Objectives Changed
Course Outline Changed

Required Textbook Changed

Justification/rationale for the revision

Revised course enables the presentation and discussion of a
lodging facility’s Rooms Division operational areas. Course
revision presents discussion and knowledge areas pertaining to the
latest hospitality industry lodging trends as pertains to the Rooms
Division.

Old Syllabus of Record - Attached



Proposed Syllabus of Record

L. Catalog Description
HRIM 260 Hotel Rooms Division Management 3 class hours
0 lab hours
3 credit hours
3¢-0l1-3cr

rerenpisitess HRIN 101 HRIM 150
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division components of a hotel or resort. Areas of concentration include front
office, housekeeping, maintenance, uniformed service, security, sales,
recreation, and other relevant operations components. Elements of guestroom
layout and design are also discussed.

1L Course Objectives
Students will be able to:

. L_identify and explain the basic functions of the various operational areas
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B. Hotel Organization
1. Levels of Lodging Management
2. Employee Positions Within a Lodging Operation
3. Operating Departments
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(3 hours)

(2 hours)

1. Components of the Front Office
2. Responsibilities of the Front Office
3. The Guest-Cycle

D. Reservations

Jr ., e
—

3. Reservations Technology

E. Registration
1. Procedures Used During Guest Registration
2. Registration Documentation
3. Registration Technology
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F. The Front Office Audit
1. Audit Procedures
2. Audit Documentation
3. Audit Technology
4. Audit Simulation

G. Check-Out and Settlement
1. Check-Out Procedures
2. Check-Out Documentation
3. Check-Out Technology
4. Account Settlement Options

(3 hours)

(3 hours)

(2 hours)
















3. Support areas

C. Front Office Operations (3 lectures)
1. The guest cycle
2. Front office systems
2. Front office forms and equipment

D. Reservations (3 lectures)
1. Types of reservations
2. Reservation maintenance
3. Reservation considerations

E. Registration (3 lectures)
Preregistration activities

Room and rate assignment

Method of payment

Rooming the guest
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F. Planning and Evaluating (2 lectures)
1. Management functions
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3. Forecasting room availability
4. Budgeting and operational reports
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G. Ongoing Responsibilities (2 lectures)
1. Guest services and relations
2. Interdepartmental communications

H.  Managing Inventories (3 lectures)
1. Parlevels
2. Inventory systems
3. Types of materials used

L Controlling Expenses (2 lectures)

1. Operating budgets






Grading Scale:

V.

VL.

VIL

90 -100 A
e S | ,
60 - 69 D
0-359 F

Required textbooks, supplemental books and readings
Kasavana, M.L., and Brooks, R M., (1991). Managing Front Office Operations,

The Educational Institute of the American Hotel and Motel Association, East
Lansing, Michigan.
Special resource requirements

None
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