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Course Information

Course Number/Section

BUED 400  -  Section # 05A  -  CRN # 20599
Course Title


Business Reports and Presentations
Term



Spring  2012
Days & Times


Online
Professor Contact Information

Professor


Dr. Jorge Gaytan, Associate Professor
Office Phone


(336) 334-7657 -  Ext. 2402
Other Phone




Email Address


jagaytan@ncat.edu
Office Location


Merrick Hall # 131
Office Hours


Tuesday:





10:00 a.m.   -    1:00 p.m.





Wednesday:





   9:00 a.m.   -    1:00 p.m.





Thursday:





 10:00 a.m.   -    1:00 p.m.

Other Information

Personal Website:





http://www.ncat.edu/~jagaytan   




Department of Business Education Website: 






http://www.ncat.edu/~sbe/bused/index.html








North Carolina Business Education Association Web site:
http://www.ncbea.org
Course Pre-requisites, Co-requisites, and/or Other Restrictions

SPCH 250 and BUED 360; or junior standing and approval by department chairperson.

Course Description
This course focuses on advanced applications of business and technical writing principles. Reports, proposals, and procedures manuals are produced. Emphasis is placed on research, formal writing, and oral presentations supported by appropriate software and multimedia technology.
Student Learning Objectives/Outcomes (Undergraduate)
Based on our belief that teaching is a continual learning process, this course has the following objectives:

	Learning Goal
	Learning Goal Descriptors
	Instructional Activities Linked to Learning Goals
	Rubric Used to Assess Learning Goal Achievement

	1
	Plan, conduct, and document research for business reports. 


	Written Part of Semester-Long Project
	Found on pages 6-8

	2
	Compose effective letter reports, memo reports, news releases, instructions, justification reports, and formal reports.


	Written Part of Semester-Long Project
	Found on pages 6-8


	3
	Demonstrate proficiency in language structure and mechanics. 


	Written Part of Semester-Long Project
	Found on pages 6-8 

	4
	Demonstrate proficiency in composition by the selection and organization of content and format.

	Written Part of Semester-Long Project

	Found on pages 6-8


	5
	Integrate appropriate graphics within business reports. 
	Written Part of Semester-Long Project

	Found on page 6-8

	6
	Demonstrate proficiency in creating presentations using appropriate software.


	Oral Presentation Part of Semester-Long Project
	Found on pages 9-10

	7
	Compare, analyze, and critique points of view by writing a critical thinking case study.


	Critical Thinking 
Case Study


	Found on pages 11-12


Student Learning Objectives/Outcomes (Graduate)
N/A
Program Theme

Explore…Discover…Become…in a High Research Activity Learning Environment.

Required Textbooks and Materials
Required Texts

Kuiper, S. (2009). Contemporary Business Report Writing. 4th Edition. Southwestern Publishing Company. 

ISBN-13:   978-0-324-58742-5

ISBN-10:   0-324-58742-2
Required Reading and Materials

CRITICAL THINKING

In the past, the focus on feelings went too far. The result is the neglect of thinking. We must answer that neglect. Students must be taught how to sort out their feelings, decide to what extent their feelings have been shaped by external influences, and evaluate them carefully when those feelings conflict among themselves or with the feelings of others. In short, students must be taught to think critically.
Feeling and thought are complementary. Feeling is an excellent beginning to the development of a conclusion. Thought, provides a way to identify the best and most appropriate feeling. Students must acquire the intellectual skills necessary to solve the challenging problems of today and tomorrow.
THE CRITICAL THINKER STRATEGY MAY BE SUMMARIZED AS FOLLOWS: 

1. Knows oneself and remains mindful of the ways in which own habits of mind  undermine own treatment of issues.
2. Is observant and reflects on what is seen and heard.
3. When an issue is identified, clarification is sought by listing its subheadings and raising probing questions about each.
4. Conducts a thorough inquiry, obtaining all relevant facts and informed opinions. 

5. Evaluates own findings, and then forms and expresses own judgment.

GENERIC GUIDE FOR FACILITATING CRITICAL THINKING:
A. What do I think about this matter?

B. What line of reasoning led me to that conclusion?

C. What evidence supports my position?
D. Can I give an example?
E. How typical is that example?
F. In what way does my experience support or challenge my idea?
G. What additional information might help me reach a conclusion? Where might I find that information?
H. What objections could be raised to my idea?
I. Are any of these objections wholly or partially valid? Explain.
J. What other views of this issue are possible? Which of those is most reasonable?
Ruggiero, V. R. (2007).  Beyond feelings: A guide to critical thinking. (8th Ed.). Boston, MA: McGraw-Hill. 

Assignments & Academic Calendar

SPRING  2012 - TENTATIVE COURSE  SCHEDULE

January 
11-15
Read syllabus and email your professor saying "I am alive and ready to go"


16-22
Read Critical thinking lesson (individual work), establish communication with team members, and select non-profit organization (teamwork)


23

Name of organization is due by 12:00 midnight
23-29
Write Informational Report (teamwork)
30
Informational Report is due by 12:00 midnight
30-
Design New Logo (teamwork)
February
 -5
Design New Logo (teamwork)
  6
New Logo is due by 12:00 midnight 
  6-12
Write Solicited Letter (teamwork)
13
Solicited Letter is due by 12:00 midnight
13-19
Write Unsolicited Letter (teamwork)
20
Unsolicited Letter is due by 12:00 midnight
20-26
Write Goodwill-Thank-You Letter (teamwork)
27

Goodwill-Thank-You Letter is due by 12:00 midnight 



27-
Write Pledged-Donation-not-Received Letter (teamwork)



March
 -4

Write Pledged-Donation-not-Received Letter (teamwork)




  5-11
Spring Break! Enjoy!
 



12
Pledged-Donation-not-Received Letter is due by 12:00 midnight




12-18
Write Response-to-a-Complaint Letter (teamwork)




19
Response-to-a-Complaint Letter is due by 12:00 midnight




19-25
Develop Business Card (teamwork)




26
Business Card is due by 12:00 midnight




26-
Develop Brochure (teamwork)


April

 -1
Develop Brochure (teamwork) 

  2
Brochure is due by 12 midnight




  2-8
Develop Web Page (teamwork)







  9

Web Page is due by 12:00 midnight



9-29
Develop PowerPoint for final presentation. Practice delivery of presentation, and record final oral presentation (teamwork)




30

Final oral presentation recorded on video is due by 12:00 midnight


May

  1-6
Write Critical Thinking Case Study (individual work, found on pages 11-12)





  7

Critical Thinking Case Study is due by 12 midnight
Grading Policy
Instructional methods used include discussions, collaborative group work (i.e., total number of students divided into eight (8) teams of 3-4 students), demonstrations of computer software, modeling, student presentations, and computer projects.

Grades will be determined as follows:

1)  Semester-Long Project (Group Work):


A)  Written Part (40%):

Informational Report


4%

Newly Redesigned Logo


4%

Solicited Letter



4%

Unsolicited Letter



4%

Goodwill-Thank-You Letter


4%

Pledged-Donation-not-Received Letter
4%

Response-to-a-Complaint Letter

4%

Brochure with new Logo


4%

Web Page with new Logo


4%

Business Card



4%

B)  Oral Presentation Part

40%
2)  Critical Thinking Case Study 
20%
      (Individual Work)

Total:
100%
* Late work is penalized.
Letter grades will be based upon the following distribution of points:

92   - 100%    =  A

80  -   91%     =  B

70  -   79%     =  C

60  -   69%     =  D

Below 60%    =  F

Course Policies
Make-up exams

With proper medical excuse and in a timely manner (e.g., before the end of the semester)
Extra Credit

Not available
Late Work

Penalized by instructor as follows: the greater the lateness, the greater the penalty.
Special Assignments
1.
SEMESTER-LONG PROJECT [80% Total: Written Part (40%) + Oral Presentation (40%)]

The semester-long project has two (2) major parts: Written and Oral. Read Chapter 18 entitled “Promoting and Raising Funds for Nonprofit Organizations.” You will then identify a humanitarian (nonprofit) organization (e.g., Habitat for Humanity), preferably from the local community, with the goal of developing a business communication plan/report/project to promote and raise funds for that organization.
You see, nonprofit organizations do not generate profits and, therefore, depend heavily on external donations and funding. 
A)
Written Part of Semester-Long Project (40%)

This semester-long project will require you to write and develop the following items to increase the likelihood of securing external funding from potential donors.
Informational Report (4% )

In  your informational report, you will write two (2) pages containing double-spaced paragraphs to describe the nonprofit organization to me. Please include the following items related to the nonprofit organization you have chosen: background information, mission, preferred style used to communicate internally (within the organization) and externally (with the community), advertising, and fundraising.

Newly Designed Logo( 4%)

If the nonprofit organization does not have a logo, please create a logo for it. Please keep in mind that a logo must connect the viewer with the organization's mission. Please be very creative. You could use clip art, specialized software, etc. Please keep in mind that the colors you select for this logo will be THE SAME colors (theme) you will use for everything else you do in this semester-long project.

If the nonprofit organization does have a logo in place, please re-design it in an attempt to improve it. Because nonprofit organizations do not have funds to invest in logo design, many of their logos are very poorly designed. Anyone looking at your logo must be able to connect it with the organization's mission. 
Solicited Letter with Newly Designed Logo (4%)
The solicited letter is a letter your organization sends to potential donors who have inquired about the donation process and, therefore, have shown an initial intent to make a donation.  Your role is to write a letter that is persuasive enough in convincing the potential donor that making a donation to your nonprofit organization is a highly rewarding experience. You will find a guide to writing this letter in Blackboard. It is titled "Solicited." Each bullet represents a paragraph that you have to write and develop.

Unsolicited Letter with Newly Designed Logo (4%)

The unsolicited letter is a letter your organization sends to potential donors who have NOT  inquired about the donation process and, therefore, have NOT shown an initial intent to make a donation.  This letter is more difficult to write because you are "intruding into someone's life." Your role is to write a letter that is persuasive enough in convincing the potential donor that making a donation to your nonprofit organization is a highly rewarding experience. You will find a guide to writing this letter in Blackboard. It is titled "Unsolicited." Each bullet represents a paragraph that you have to write and develop.

Goodwill-Thank-you Letter with Newly Designed Logo (4%)

The goodwill-thank-you letter is a letter your organization sends to donors who have made a contribution to your nonprofit organization and you would like to express appreciation for such wonderful generosity. Your role is to write a letter that expresses your sincere gratitude for such a wonderful donation and shows the great benefits obtained by the nonprofit organization as a result of receiving the donation. You will find a guide to writing this letter in Blackboard. It is titled "Goodwill-Thank-You." Each bullet represents a paragraph that you have to write and develop.

Pledged-Donation-not-Received Letter with Newly Designed Logo (4%)
The pledged-donation-not-received letter is a letter your organization sends to potential donors who have pledged to make a contribution to your nonprofit organization but the actual donation has not been received. In this letter, you need to express appreciation for such wonderful generosity shown by the potential donor by making a pledge to your organization. However, you need to remind the potential donor that, unless the actual donation is received, the nonprofit organization will not benefit from it. You will find a guide to writing this letter in Blackboard. It is titled "Pledged not Received." Each bullet represents a paragraph that you have to write and develop.

Response-to-a-Complaint Letter with Newly Designed Logo (4%)

The response-to-a-complaint letter is a letter your organization sends to donors who have contacted your nonprofit organization to complaint about the use of the funds donated. This is the most difficult letter to write because sometimes the donor implies that you have stolen or misused the funds donated. Your role is to write a letter that expresses your sincere gratitude for such a wonderful donation but shows the donor EXACTLY what you have done with such donation. It is critical that you explain in great detail what kinds of things were purchased, etc. You will find a guide to writing this letter in Blackboard. It is titled "Response to a Complaint." Each bullet represents a paragraph that you have to write and develop.

Brochure with Newly Designed Logo (4%)
The brochure that you will develop must include the newly designed/redesigned logo and the page colors must match the colors of the logo. In addition, it must fold in three parts if it were to be printed and folded. You may use Microsoft Publisher, Microsoft Word, or any other software available  to develop it.

Web Page with Newly Designed Logo (4%)

The Web page that you will develop must include the newly designed/redesigned logo and the page colors must match the colors of the logo. You may use Microsoft FrontPage, Dreamweaver,  or any other software package available. You just need a Home Page and four other pages (links).

Business Card with Newly Designed Logo (4%)

The business card that you will develop must include the newly designed/re-designed logo. You may use Microsoft Publisher, Microsoft Word, or any other software available to develop it.
Information that Pertains to the Entire Written Part of the Project
No paragraph can be longer than 10 typewritten lines. No sentence should be longer than 22 words. Single-spaced letters leaving a double space between paragraphs. Use full block letter format, APA style for report format, and correct design principles for the visuals--brochure, slides, and Web page. Use 12 font size for most everything.

B)
Oral Presentation Part of Semester-Long Project (40%)


Timeframe: 25-30 minutes. Your group will deliver a presentation that includes the 10 
items  found on pages 6-8 of this course syllabus (i.e., informational report, newly 
designed logo, etc.). PowerPoint must be used during the oral presentation. Your group 
must demonstrate effective methods for delivering successful business presentations.  A 
variety of methods can be used to record your presentation and email it to me.  For 
instance, you could record your presentation and upload it to YouTube. Email the URL to 
me so that I could view your video. Other options exist, such as using a regular camera's 
video feature.

The rubric for the oral presentation part of the semester-long project is found on the next page (# 10). Please make sure that you cover ALL of the items found on the rubric. Please pay close attention to the attention getter, summary, and memorable ending.
RUBRIC FOR ORAL PRESENTATION OF FINAL PROJECT

Group Members:
_______________
_______________
_______________


_______________
_______________
_______________

VISUAL:

1. Theme ___________________________
5 points
_______________


2. Distinctive Titles Separating Information
2 points
_______________

3. Appropriate use of Technology
15 points
_______________

4. Graphics for Emphasis
5 points
_______________

5. Appropriate Color
7 points
_______________

6. Size of Font
5 points
_______________

ORAL:

7. Introduction (Attention-Getter) 
10 points
_______________

8. Body (Topic Covered Adequately)
15 points
_______________

9. Summary
10 points
_______________

10. Memorable Ending
10 points
_______________

11. Time Limit (25-30 minutes)
5 points
_______________


Begin Time
_______________



End Time
_______________

12. Good Eye Contact & Voice Level
10 points
_______________

13. PowerPoint Handout Given to the Class 
1 points
_______________



TOTAL POINTS:
100 points
_______________

A 20-point reduction will occur if equal participation is not evident.
COMMENTS:

Member 1: 





Member 2: 





Member 3:  





Member 4: 





Member 5: 





2.
CRITICAL THINKING CASE STUDY

Restrictions on Gender in Educational Settings

In 1993, Shannon Faulkner challenged The Citadel, an all-male cadet corps, to accept 
her application to the program. Some people defend The Citadel’s position in restricting 
the military school to male students, while other people argue that such a restriction 
constitutes discrimination.


Answer the following question (two double-spaced pages):What is your opinion on the above issue?

Below is a chronology of key events in the Shannon Faulkner versus Citadel case, adapted from The Detroit News, August 19, 1995. 
	1993
	
	

	March 2
	Ms. Faulkner sues, charging The Citadel's all-male cadet corps is unconstitutional.  She had been
	

	
	accepted after gender references were deleted from her high school transcript, but the military
	

	
	college withdrew its acceptance when it discovered she was a woman.
	

	August 12
	U.S. District Judge C. Weston Houck rules Ms. Faulkner may attend day classes, but not join the
	

	
	corps of cadets or participate in military training.
	

	August 24
	4th  U.S. Circuit Court of Appeals stays Houck's order two days before Ms. Faulkner is to register.
	

	
	She spends fall semester at University of South Carolina-Spartanburg.
	

	November 17
	4th  Circuit allows Ms. Faulkner into day classes.
	

	1994
	
	

	January 12
	Ms. Faulkner registers, but U.S. Chief Justice William Rehnquist grants the college a stay.
	

	January 18
	Ms. Faulkner becomes first woman to attend day classes at The Citadel after Rehnquist dissolves
	

	
	the stay.
	

	July 22
	Houck orders Ms. Faulkner into corps of cadets following a two-week trial of her discrimination
	

	
	suit.  The Citadel appeals.
	

	1995
	4th  Circuit rules Ms. Faulkner may join the corps unless South Carolina has a court-approves
	

	April 13
	
	

	
	program by August to provide similar leadership education for women.
	

	May 18
	Converse College in Spartanburg agrees to create a $10 million, state-funded South Carolina
	

	
	Women's Leadership Institute as an alternative.
	

	July 24
	Houck rules there is no time to hold a trial on the alternative program before Ms. Faulkner
	

	
	enrolls as a cadet.  He sets a trial for November.
	

	July 28
	The Citadel asks 4th  Circuit to block Ms. Faulkner from becoming a cadet while it appeals to U.S.
	

	
	Supreme Court.
	

	August 2
	The Citadel Appeals Houck's ruling that Ms. Faulkner's physical condition can't be used to keep
	

	
	her out.  A school spokesman says she is too heavy and has a bad knee.
	

	August 8
	4th  Circuit refuses to stay its April ruling, and the school asks U.S. Chief Justice William
	

	
	Rehnquist to intervene.
	

	August 9
	4th  Circuit refuses to stay its ruling on physical requirements
	

	August 11
	Rehnquist and Justice Antonin Scalia refuse to keep Ms. Faulkner out, clearing the way for her to
	

	
	become the first female cadet in the school's 152-year history.
	

	August 12
	Ms. Faulkner, accompanied by her parents and federal marshals, reports to campus to join other
	

	
	new cadets.
	

	August 18
	Ms. Faulkner leaves The Citadel corps of cadets after spending four days in the infirmary.  She
	

	
	said the stress of the past 2-1/2 years "came crashing down" on her, making her unable to remain
	

	
	part of the corps.
	


RUBRIC FOR CRITICAL THINKING CASE STUDY

	Critical Thinking Skill
	Very Weak (0)
	Partially Developed (1)
	Substantially Developed (2)
	Excellent (3)

	1) Identifies and summarizes the problem/question at issue (and/or the source’s  position)
	
	
	
	

	2) Identifies and presents the STUDENT’S OWN perspective and position as it is important to the analysis of the issue.
	
	
	
	

	3) Identifies and considers OTHER salient perspectives and positions that are important to the analysis of the issue.
	
	
	
	

	4) Identifies and assesses the key assumptions.
	
	
	
	

	5) Identifies and assesses the quality of supporting data/evidence and provides additional data/evidence related to the issue.
	
	
	
	

	6) Identifies and considers the influence of the context on the issue.
	
	
	
	

	7) Identifies and assesses conclusions, implications, and consequences.
	
	
	
	

	
	
	
	Total Points =
	/21


Classroom Citizenship

Punctuality and respect are essential!
Technical Support
If you experience any problems with your A&T account, you may call Aggie Tech Support (formerly Help Desk) at 336.334.7195.
Field Trip Policies / Off-Campus Instruction and Course Activities 
Student Affairs Web site: http://www.ncat.edu/~staffair/ 
Student Handbook:  http://www.ncat.edu/~deanofst/Handbook.htm 
Student Travel Procedures and Student Travel Activity Waiver: http://businessfinance.ncat.edu/policies%20and%20procedures%20index.htm
Off-campus, out-of-state, and foreign instruction and activities are subject to state law and University policies and procedures regarding travel and risk-related activities.  Information regarding these rules and regulations may be found at the website address: Student Travel Procedures and Student Travel Activity Waiver: http://businessfinance.ncat.edu/policies%20and%20procedures%20index.htm.  
Additional information is available from the office of Student Affairs, please check the website at 

http://www.ncat.edu/~staffair/.  
Below is a description of any travel and/or risk-related activity associated with this course.
Other Policies  (e.g., copyright guidelines, confidentiality, etc.)
In terms of academic dishonesty, purposeful misrepresentation of submissions to the professor or submission of someone else’s work as your own will be considered academic dishonesty and will be treated according to university policies. Any instance of cheating, fabrication, or plagiarism on projects or other assignments in the course can result in the maximum penalty allowable – withdrawal of the student from the course and assignment of the grade of “F” for the course.

Student Handbook: 
 http://www.ncat.edu/~deanofst/Handbook.htm
Family Educational Rights and Privacy Act http://www.ncat.edu/~registra/ferpa_info/index.htm
Student Conduct & Discipline
North Carolina A&T State University has rules and regulations that govern student conduct and discipline meant to ensure the orderly and efficient conduct of the educational enterprise. It is the responsibility of each student to be knowledgeable about these rules and regulations. Please consult the2008-2010 undergraduate bulletin found at:
http://www.ncat.edu/~acdaffrs/Bulletin_2008-2010/2008-2010_Undergraduate_Bulletin.pdf
and the 2008-2010 graduate bulletin found at: http://www.ncat.edu/~gradsch/cstudents.html and student handbook found at: http://www.ncat.edu/~deanofst/Handbook.htm  for detailed information about specific policies such as academic dishonesty, cell phones, change of grade, disability services, disruptive behavior, general class attendance, grade appeal, incomplete grades, make up work, student grievance procedures, withdrawal, etc. 
Computer Use Policy

All campus technology, including lab computers, is the property of the State of North Carolina. There is no expectation of privacy. Computers are to be used for coursework-related activities only. Do not use computers for entertainment or personal use. If you wish to use a laptop in class to take notes during lectures, you must first get approval from your instructor. 


Appropriate Classroom Computer Use
· Following along with instructor on PowerPoint or with demonstrations

· Searching for information as required by the instructor for class activities

· Completing work required for this as allowed by the instructor (e.g., lab assignments)

· Performing other course-related activities as assigned by the instructor


Inappropriate Classroom Computer Use
· Instant messaging

· Emailing unless instructed to do so as part of an assignment

· Surfing the Internet unless instructed to do so as part of class work

· Playing games

· Using social networking sites (e.g., Facebook)

· Doing homework for other classes

· Typing while information is being presented to the class


Activity Monitoring Software


To protect the appropriate use of technology, the University has installed software in all the 
computer labs that allows the instructor to interact with students through the lab computers. 
The lab computers are controlled by the software. The software allows the instructor to:

1. See what is on each lab computer monitor at any time during class

2. Project content on every lab computer monitor

3. Make screens go blank on all lab computers

4. Send students files via the lab computer drives

5. Display material on the lab computer monitors through a whiteboard feature

6. Disable printing capability

7. Turn off or reboot all lab computers

Because your instructor is able to view the content of every computer lab screen, all activities in the computer lab can be monitored at your instructor’s discretion. Your instructor has the right to take control of any lab computer if your computer use violates policy. 

NOTE: Be aware that, according to University policy, students can be dropped from a class for disruptive behavior, which includes inappropriate use of technology such as computers or cell phones during class. 

These descriptions and timelines are subject to change at the discretion of the Professor.
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