MGT 380 Section 001: Presentations

Fall 2010

3 Credit Hours

Instructor: Chapman Greer
Syllabus subject to change 

Office Hours 



Dr. Chapman Greer
166 Alston Hall: 
By appointment

email:


 cgreer@cba.ua.edu
Course Description 



This is an applications course on workplace presentations.  In this course, we will study the principles of language and design inherent in effective business communications. MGT 380 is one of the three courses (MGT380, MGT 422, and MGT491) required for the Specialization in Business Communications.
Objectives 



By the end of this course students will know the basic concepts, terminology, processes, and current strategies used in business presentations.  At the end of the course, you should know and be able to apply these concepts.

Prerequisites 



From the Student Records System: 

· GBA300 with a minimum grade of C--
Required Texts 



UA Supply Store Textbook Information: 

· Williams/The Non-Designer’s Presentation Book/ISBN: 13: 978-0-321-65621-6
(Required)
· Shipley and Schwalbe/Send – Revised Edition/ISBN: 978-0-307-27060-3
(Required)
Outline of Topics 



Date


Topic 





Reading Assigned for Class
R August 19

Introduction




People, Policies, Syllabus

T August 24*

Three Words Due





R August 26

Autobiographies Due
T August 31*

Resumes Due











R September 2

Email Communication


Send









Intro & Chpt 1-2, pgs 3-116
T September 7*
Email Communication


Send 









Chpts 3-4, pgs 117-176
R September 9

Video Cover Letters Due


 
T September 14*
Email Communication


Send









Chpt 5-6, pgs 177-224

R September 16
Email Presentations Due


Send









Chpt 7, pgs 225-256
T September 21*
Data Sets Due



R September 23
Data Sets Due





T September 28*
Ethics Intro

R September 30
Improvisation
T October 5*

Re-worked Presentations Due


NDPB 










Chpts 1-4, pgs 1-54
R October 7

Re-worked Presentations Due


NDPB 










Chpts 5-9, pgs 55-102

T October 12*

AB – Post-Its




 NDPB 
Chpts 10-15, pgs 103-153

R October 14

AB – Post-Its





T October 19*

Lecture/Workshop


R October 21

Ethics Workshop/Pecha Kucha




T October 26*
How-to Presentations Due



R October 28

How-to Presentations Due
R November 2*
4 Presentations over 5 Days (Group)

NDPB pgs 6-7



 




Re: 8 pres over 10 days
R November 4
4 Presentations over 5 Days (Group)

NDPB pgs 6-7



 




Re: 8 pres over 10 days
T November 9*
Pecha Kucha Due




R November 11
Pecha Kucha Due
T November 16*
Ethics Case Studies Due


Design Notebooks Due
R November 18
Fall Break

T November 23
No Class – Thanksgiving Holiday

T November 30
Final Presentations

R December 2

Final Presentations

R December 9
FINAL EXAM 3 (11:30-2:00)
Exams and Assignments 



Reading assignments are to be completed prior to each class.
Grading Policy 



Grades are based on 12 presentations, two exams, and the submission of a design notebook. Points are allotted as follows:
3-words



25

AB-Post-Its



50

Autobiography


25

How-to (PP)



50

Resume



25

4 Pres/5 Days



75
Video Cover Letter


25

Ethics Cases



75
Email




25

Pecha Kucha



75
Data Sets



50

(Total




500)
Design Notebooks


200
Mid-Term Exam (re-worked)
100

Final Exam



200
(Total




500)

____________________________________________________________________________
Total




1000 
Tests:  Each test will be comprised of questions drawn from the text and class presentations.  No electronic devices are allowed in the classroom on exam days.  It will be considered an act of academic misconduct for a student to bring a laptop, cellphone, or any other electronic device to class on test days.
Assignments:  Each week a brief assignment or activity that will be given for completion in class or within a limited time following class.  These assignments entail in-class presentations and will require occasional submission of paper materials. 

POINTS SYSTEM FOR DETERMINING FINAL GRADES:  The following is a breakdown of the points system.  Your grade will be calculated based on the points you earn.  To calculate your final grade, simply add up all the points you earn. Any extra-credit points will be added to your total points, NOT your final grade.

The following points are required to earn the corresponding grade.
: A+                : B+                
: C+                : D+                : F
: A                  
: B                   : C                  : D

: A-                
: B-                
: C-                 : D-                 
 

MAKE-UP POLICY.  Students must take all exams on the scheduled dates.
Attendance Policy 



I expect students to be present at every class.  Exam questions will be drawn from in-class presentations and from text materials. Enhancement assignments, impromptu activities, and extra-credit activities will be given in class with no opportunity for make-ups.  

Policy on Missed Exams & Coursework 



It is my general policy not to accept late coursework or to reschedule exams.

Laptops, Cell Phones, and Other Electronic Devices 



Laptops
Students are encouraged to bring laptops to class to allow them both to take notes electronically and to be fully engaged in the class presentation.  Students should be warned that in each class randomly selected students will be asked questions about the reading and the on-going presentation.  Students who are not present or who are not attentive will receive a zero for class participation (a major component of the classroom assignments grade).  If your laptop will be a distraction to you in class, you are advised to leave it outside the classroom.
Cellphones
Students are to silence cell phones prior to class and are not to talk or text on cell phones or other devices during class.  Any student who talks or texts on an electronic device during class will be dismissed from the class and will be unwelcome to return until he or she arranges a conference with Dr. Greer.  The student will be marked as absent the day of the infraction and each ensuing class period (even if the student comes to class) until Dr. Greer approves readmission.
ON TEST DAYS no electronic devices are allowed in the classroom.  It will be considered an act of academic misconduct for a student to bring a laptop, cell phone, or any other electronic device to class on a test day.
Classroom Decorum 



I expect students to act in a professional manner and to live out the Capstone Creed.

"As a member of the University of Alabama community, I will pursue knowledge; act with fairness, honesty, and respect; foster individual and civic responsibility; and strive forexcellence."
Any student engaged in unacceptable class behavior, as outlined in the Code of Student Conduct, will be dismissed from the class and will be unwelcome to return until he or she arranges a conference with Dr. Greer.  The student will be marked as absent the day of the infraction and each ensuing class period (even if the student comes to class) until Dr. Greer approves readmission.
The Code of Student Conduct requires that students behave in a manner that is conducive to a teaching/learning environment. Students who engage in behavior that is disruptive or obstructive to the teaching/learning environment will be subject to disciplinary sanctions outlined by the Code of Student Conduct. Disruptive/obstructive behavior is not limited to but may include the following: physical abuse, verbal abuse, threats, stalking, intimidation, harassment, hazing, possession of controlled substances, possession of alcoholic beverages, use of cell phones and beepers in class, reading of newspapers, talking to fellow students during faculty or student presentations.

Disability Statement 



If you are registered with the Office of Disability Services, please make an appointment with me as soon as possible to discuss any course accommodations that may be necessary. If you have a disability, but have not contacted the Office of Disability Services, please call 348-4285 or visit 133-B Martha Parham Hall East to register for services. Students who may need course adaptations because of a disability are welcome to make an appointment to see me during office hours. Students with disabilities must be registered with the Office of Disability Services, 133-B Martha Parham Hall East, before receiving academic adjustments. 

Policy on Academic Misconduct 



All students in attendance at the University of Alabama are expected to be honorable and to observe standards of conduct appropriate to a community of scholars. The University expects from its students a higher standard of conduct than the minimum required to avoid discipline. Academic misconduct includes all acts of dishonesty in any academically related matter and any knowing or intentional help or attempt to help, or conspiracy to help, another student. 

The Academic Misconduct Disciplinary Policy will be followed in the event of academic misconduct. 

Severe Weather Protocol 



In the case of a tornado warning (tornado has been sighted or detected by radar; sirens activated), all university activities are automatically suspended, including all classes and laboratories. If you are in a building, please move immediately to the lowest level and toward the center of the building away from windows (interior classrooms, offices, or corridors) and remain there until the tornado warning has expired. Classes in session when the tornado warning is issued can resume immediately after the warning has expired at the discretion of the instructor. Classes that have not yet begun will resume 30 minutes after the tornado warning has expired provided at least half of the class period remains.
UA is a residential campus with many students living on or near campus. In general classes will remain in session until the National Weather Service issues safety warnings for the city of Tuscaloosa. Clearly, some students and faculty commute from adjacent counties. These counties may experience weather related problems not encountered in Tuscaloosa. Individuals should follow the advice of the National Weather Service for that area taking the necessary precautions to ensure personal safety. Whenever the National Weather Service and the Emergency Management Agency issue a warning, people in the path of the storm (tornado or severe thunderstorm) should take immediate life saving actions.
When West Alabama is under a severe weather advisory, conditions can change rapidly. It is imperative to get to where you can receive information from the National Weather Service and to follow the instructions provided. Personal safety should dictate the actions that faculty, staff and students take. The Office of Public Relations will disseminate the latest information regarding conditions on campus in the following ways:
· Weather advisory posted on the UA homepage

· Weather advisory sent out through Connect-ED--faculty, staff and students (sign up at myBama)

· Weather advisory broadcast over WVUA at 90.7 FM 

· Weather advisory broadcast over Alabama Public Radio (WUAL) at 91.5 FM 

· Weather advisory broadcast over WVUA 7. WVUA 7 Storm Watch provides a free service you can subscribe to that allows you to receive weather warnings for Tuscaloosa via e-mail, pager or cell phone. Check http://www.wvua7.com/stormwatch.html for details.
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